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SECTION II  
 

A. Education Plan 

 
A.1 Mission, Vision, Identification of targeted student population and the community the 
school hopes to serve  

 
Mission Statement 
Snow Pond Arts Academy (SPAA) aims to transform students’ lives and contribute to the 
cultural capital of Central Maine by providing high quality, comprehensive, college preparatory 
Academic and Arts education in an inclusive, nurturing, and culturally rich environment for high 
school age students. 
 
Vision Statement   
Snow Pond Arts Academy (SPAA) will serve as a center of excellence for both academic and arts 
learning in Central Maine.  Snow Pond looks at education as both the accumulation of 
knowledge along with the cultivation of engagement, imagination, leadership and 
collaboration. Through the initial introduction of Music, Theatre, and Dance, and ultimately the 
inclusion of all the Creative and Visual Arts, Snow Pond will be a witness to the magical power 
of the Arts to bring people together, to create an engaged vibrant community, and to cultivate 
the traits that are so vitally important in the next generation of citizens.  As a community of 
engaged learners, Snow Pond Arts Academy will develop more than musicians and artists, but 
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also responsible, joyful, contributing citizens. In this way, and by ensuring as many people as 
possible can benefit from the exposure to Performing & Creative Arts, hiring talented arts 
educators who bring their expertise to Central Maine, and further collaborating with other 
educational, arts, and cultural organizations, Snow Pond will become an integral part of the 
community and a much needed beacon for the arts.   
 

 
● Vision Overview 

 
Snow Pond Arts Academy (SPAA), a center of excellence for academic and arts learning in 
Sidney, Maine, is a public charter high school dedicated to Performing, Visual, and Creative Arts 
and provides a nurturing and inclusive learning experience for all students, especially for those 
typically underserved and underexposed to the arts.  With an additional focus on the 
community, SPAA strives to ensure that all can benefit from the programming through the 
expanding exposure on campus, by hiring talented arts educators who bring their expertise to 
Central Maine, and further collaborating with other educational, arts, and cultural 
organizations.   
  
Grounded in a philosophy that considers education as both the accumulation of knowledge 
along with the cultivation of engagement, imagination, leadership and collaboration, SPAA will 
provide an environment in which to witness this magical power of the Arts to bring people 
together, to create an engaged vibrant community, and to cultivate the traits that are so vitally 
important in the next generation of citizens.   
  
Snow Pond Arts Academy seeks to be a haven of safety, fun, joy, and friendship, with an ethos 
of positivity and aspiration, where all students will be encouraged to explore their potential.  
With a collaborative environment that fosters independent thinking and learning, students will 
excel through interactive, expressive, and mentoring relationships; through group, sensory and 
performance-based experiences; and will be encouraged to perform and create art of the 
highest standards to compliment a comprehensive core curriculum that includes rigorous 
academics and commitment to community.  Snow Pond Arts Academy students will receive a 
balanced, all-inclusive and accessible education and develop confidence, a sense of purpose, 
and sense of community.   As a community engaged in learning, SPAA will develop more than 
musicians—responsible, joyful, contributing citizens. 
  
Snow Pond Arts Academy will have an initial focus on the Performing Arts for the first and 
second years of operation.  The additional introduction of Visual Arts and Creative Arts within 
three to four years is a part of the existing vision for the Academy.   Moreover, it is anticipated 
that Snow Pond Arts Academy will add a "residential component" in the future to 
accommodate students who are well-beyond the catchment area but still residing within the 
State of Maine.  Plans are underway to winterize cabins and dormitories to provide this 
opportunity. 
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Through collaboration and partnerships with other area schools and districts, professionals and 
businesses, arts organizations, local colleges and universities, and civic organizations, SPAA aims 
to become an integral part of the community and a beacon for the arts.  A part of the long-term 
vision at the Snow Pond Center for the Arts, SPAA will help achieve three, larger major goals:  
enhance and enrich the educational opportunities for Central Maine; provide a community 
cultural, creative, recreational, and environmental center for our residents and neighbors; and 
notably affect the economies of the region by attracting artists, entrepreneurs, and 
professionals to move and raise their families here in Central Maine leading to the creation of 
many more new jobs.  Ultimately, SPAA aims to provide the area with a landmark institution at 
a National-level on a scale of Chautauqua, Interlochen, or Tanglewood, all rurally based 
organizations that have transformed their 
respective communities. 
 
 

● Educational Foundation   
 

Music Education and Executive Function 
  

Playing a musical instrument develops an important neurocognitive skill known as executive function. Strong EF is critical for 

the brain to operate in school and life. Focusing on a topic, memorizing information, inhibition, cognitive flexibility and 

paying attention to multiple ideas simultaneously are examples. It is the heart of all learning. – Mia Chug, reprinted by 

permission, 2015. 

 
The non-academic benefits of the Arts are profound – it heals, it cultivates all of the skills one 
needs to be successful, and it is one of the few forms of expression that bring people together. 
Most importantly, from an educational point of view, the study of the arts engages students to 
think creatively, problem solve, and become detail oriented.  SPAA looks at education as both 
the accumulation of knowledge along with the cultivation of engagement, imagination, 
leadership and collaboration.   
  
Snow Pond Arts Academy will provide a unique educational approach by using music and 
eventually all performing & creative arts to engage every student, foster independent and 
creative thinking, and learning through interactive, expressive, and mentoring relationships. 
SPAA students will receive a balanced, all-inclusive and accessible college preparatory 
education and develop confidence, a sense of purpose, and sense of community.  It is also 
anticipated that seniors will have some number of college credit upon graduation. 
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Research consistently demonstrates that music education has social and cognitive benefits.  A 
study by Zuk, Kenyon, & Gaab (2014) demonstrated that adults who had been trained to play a 
musical instrument had significantly better cognitive flexibility, working memory and verbal 
fluency.  Musically trained children showed enhanced verbal fluency, processing speed, and 
executive functioning which all affect academic performance.  Tufts University associate 
professor Ari Patel explains the areas of benefit from music education with the acronym 
“OPERA”.  His findings demonstrate that there is an overlap in music ability with other abilities 
such as memory and language.  This is signified by the “O” in the acronym.  The other letters 
stand for the remaining neurological functions that are affected by music training: precision, 
emotion, repetition, and attention (Pate, 2008).   
  
SPAA will also employ the Paideia Philosophy as an essential component for the foundation for 
the educational program. Research indicates that this approach results in positive achievement 
gains, including for low-income students (Herman & Stringfield, 1995: Robinson, 2008).  Paideia 
is a teaching philosophy based on the belief that all children can learn and all children should be 
given the best education possible.  Instruction is active and engaging, and gives students 
opportunities to explore deeply the ideas and values in a text or other medium.  With Paideia as 
a unifying approach, SPAA will provide an education based on the following five principles: 
integrated curriculum, core knowledge, inquiry-based learning, individualized learning, and 
cultural competence.  The Arts will be woven into the curriculum providing a unique 
educational experience for Maine’s students.  Music and other performing arts education are 
important instructional tools that require students to take ownership in their learning. Students 
begin practicing skills and using information in ways that lead to higher-level thinking. The core 
academic and arts curriculum reflects a commitment to provide all children the opportunity to 
learn at high levels. 
 
The Snow Pond Arts Academy is perceived as an alternative for students who wish to have an 
arts focused education. However, SPAA will also provide an enhancement to educational 
programs already in place.  SPAA will capitalize on established partnerships with local school 
districts that have been nurtured through the Snow Pond Community Arts School.  John Wiggin, 
President of New England Music Camp Association and Consultant Rich Abramson (a retired 
school superintendent) have met with area superintendents and with the expected level of 
caution, each have encouraged Snow Pond to move forward. Moreover, we have secured 
numerous partnerships with area schools and colleges, including University of Maine-Augusta, 
Thomas College, Kennebec Valley Community College, and Maine Virtual Academy, and are 
actively pursuing additional partnerships (See Appendix B for a letters of support).     
 
The Snow Pond Arts Academy has sought to establish some key partnerships as this application 
moves forward.  These partnerships are: 

‒ University of Maine at Augusta for sharing of adjunct and regular faculty; sharing of 
facilities and technology resources; sharing performance spaces; sharing students for 
bands, ensembles and orchestras; early college classes 
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‒ Thomas College for sharing of adjunct faculty; sharing of facilities; student internships; 
sharing students; college access; early college classes 

‒ Colby College in early conversations for:  internships; partnering with Waterville Creates 
initiative; early college; shared facilities; service learning opportunities for Colby 
students; opportunities for faculty spouses and families 

‒ Kennebec Valley Community College for shared facilities; shared adjunct and regular 
faculty; early college, as well as the Community Music School and Outreach Programs 
being able to augment KVCC programming 

‒ Maine Virtual Academy and K12, Inc. for, through an Educational Service Provider 
agreement and a memorandum of understanding,  use of K12 and MeVA online 
coursework; arts instruction for interested MeVA students 

‒ Day One for the provision of substance abuse and mental health services; sharing of 
facilities and programs 

‒ Snow Pond Community Music School for sharing of classes, faculty, performance 
spaces, and support services with Snow Pond Arts Academy 

‒ Maine General Health for contracted outpatient services such as physical and 
occupational therapy, speech therapy, and health services/consultation for students 
enrolled at Snow Pond Arts Academy 

‒ The Instrument Exchange for providing the free use of gently used or newly renovated 
musical instruments for low-income and other eligible students through their 
foundation 

‒ Good Will-Hinckley in discussions underway for provision of food services; sharing of 
facilities; sharing of afterschool activities  

‒ Alfond Youth Center for sharing and providing Health, Wellness, and Recreation 
facilities, staff, and classes 

‒ Winthrop Public Schools for support of performing arts activities at Winthrop High 
School; sharing of ensembles, orchestra, band, etc. 

‒ RSU #18 for after school enrichment activities; shared facilities and instruments 
‒ Town of Sidney for  Community Block Development Grant to support infrastructure 

improvements at the site; Board member participation 
‒ Kennebec Valley and Mid-Maine Chamber of Commerce for support of 

recreational/cultural activities that promote economic development 
‒ Maine Arts Commission as Julie Richard has agreed to sit on our Board of Directors for 

the Academy;  arts grant and residencies that support the arts in Maine 
 
 

● Student Population 
 
The Snow Pond Arts Academy intends to provide a charter school experience for students in 
Grades 9 and 10 (2016/2017), 11 (2017/2018), and 12 (2018/2019).  Students living within a 40 
mile radius that meet the parameters above will make up the initial SPAA student population.  
It is our goal to begin with approximately 64 students per grade. Tab 1 shows the towns 
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impacted within that radius. The following school districts are all within a 15 mile radius of 
SPAA: 
 

▪ RSU #18 - Messalonskee (China, Oakland, Sidney, Belgrade, & Rome) 
▪ Augusta Schools 
▪ RSU #38 - Maranacook, Readfield, Manchester, Mt. Vernon, & Wayne 
▪ AOS #92 - Kennebec Valley (Waterville, Winslow, & Vassalboro) 
▪ RSU #11 - Gardiner (Gardiner, West Gardiner, Pittston, and Randolph) 
▪ RSU #9 - Farmington (Farmington, Vienna, Starks, Mercer, Wilton, 

Industry, New Sharon, Chesterville) 
▪ RSU #49 - Fairfield (Benton, Clinton, Fairfield, and Albion) 

 
Many area school districts have struggled to maintain a pre-K to Grade 12 “arts” curriculum and 
program.  Emphasis on academic testing and the sanctions associated with performing at 
benchmark standards has unfortunately deemphasized the arts.  Advocacy remains high for 
athletic programming while arts have struggled.  SPAA will provide a clear focus on performing 
arts instruction while maintaining a high caliber core academic subject curriculum.  Applying 
students should have an interest (and some aptitude) for music, dance, and theater.  No 
student will be denied entry (space available).  However, it will be clearly stated that all 
students are expected to participate actively in the arts portion of the curriculum. 
  
The New England Music Camp Association has provided performing arts programming to Maine 
students (as well as students from all over the world) for over 79 years.  The facilities at the 
NEMC location have been renovated and winterized to allow year-round programming over the 
years. 
  
The facilities at NEMC campus are equidistant between the Greater Waterville and Greater 
Augusta communities (See Tab 1 for map).  Located on beautiful Messalonskee Lake (aka Snow 
Pond), the facilities have expanded to provide year round programming that includes the 
Community Music School; Arts Outreach Programs with The Alfond Youth Center, Augusta 
School Age Childcare Program, Maine Academy of Natural Sciences at Good Will-Hinckley; 
Educare of Central Maine; New Horizons Programs and camps for adults; Snow Pond Music 
Festival; Summer Concert Series; and performances at the outdoor music shell, The Bowl-in-
the-Pines.  More information regarding these programs and a full list of Snow Pond Center for 
the Arts programming can be found in Appendix C. 
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● Alignment of Services 

 
Most regions in Maine generally do not provide opportunities for high school age students to 
participate in music and the performing arts comparable to those found in New York, 
Connecticut, or Massachusetts.  Many High Schools generally provide only basic music, band, 
chorus, and limited theatre. More advanced opportunities outside of school, such as youth 
orchestras, private lessons, chamber ensembles, and theater opportunities are rarely available 
in Central Maine even to those who have the financial means to access them.  Students of 
lower socio-economic level are generally not even aware of the substantial benefits of an arts 
education.  SPAA will provide a place for students of all backgrounds and socio-economic levels 
who desire to participate in an academic setting that will provide excellence in an arts-based 
curriculum.  At SPAA students and parents are given an opportunity to engage in an educational 
model that is not offered anywhere else in the state of Maine. 
  
The curriculum at SPAA has a sound research base and has been designed by experienced 
educators with specific backgrounds in curriculum design, music and arts education, special 
education, comprehensive assessment, standards-based education, educational leadership, 
Response to Intervention, and educator evaluation.  Students attending SPAA will be prepared 
for college and career in any field but with an advanced preparation in music and the 
performing arts. 
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● Tab 1.  Map showing outline of catchment area 
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A.2 Academic Program 

 
● Curriculum Overview 

 
SPAA employs a research-based curriculum that reflects international best practices supported 
by the New England Secondary School Consortium’s Global Best Practices document (See 
Appendix D).    The integration of these best practices with arts education provides a distinctive 
educational experience for students whose local schools are struggling with funding for arts 
education, including those in SPAA target area.  Having a special focus on music and performing 
arts enables SPAA to bring together students with this common interest and utilize resources to 
provide an education that is highly engaging and motivating.   
 
Standards- based curriculum 
The curriculum of the Snow Pond Arts Academy (SPAA) is based on Maine’s Learning Results, 
MRSA Title 20-A, §6209 and the Common Core State Standards yet exceeds these standards in 
the performing arts.  The College and Career Readiness Anchor Standards in reading, writing, 
speaking & listening, language along with the mathematics standards will be the foundation of 
our curriculum design, instructional planning, and assessment. 
 

“The standards were drafted by experts and teachers from across the country and are 
designed to ensure students are prepared for today’s entry-level careers, freshman-level 
college courses, and workforce training programs. The Common Core focuses on 
developing the critical-thinking, problem-solving, and analytical skills students will need 
to be successful” ("The Common Core State Standards Initiative," 2015). 

 
Curriculum Model 
The curriculum model of SPAA has several unique features and was developed with an 
emphasis on research-based best practices. A full four years of english, science, math, social 
studies, and performing arts will be required.  The SPAA Curriculum Model has five overarching 
key principles: 

1. Integrated curriculum 
SPAA advocates a student-focused approach with consideration to intellectual, social, 
emotional, physical, and moral development (Dewey, 1938; Donaldson, 2006; Kohlberg, 
1977; Piaget, 1950; Vygotsky, 1978).  It is the firm belief of SPAA that research supports 
an integrated  curriculum that reinforces connections between English, history, 
philosophy, languages on the one hand and science, technology, engineering, and math 
(STEM) disciplines on the other (Drake, 2004).  Drake (2004) explains the difference 
between an multi-disciplinary curriculum and an intra-disciplinary curriculum.  An multi-
disciplinary curriculum addresses the standards for all subjects in project based learning. 
An intra-disiplinary curriculum combines certain subjects using themes.  Finally, a fused 
curriculum incorporates a particular subject into every part of the curriculum as an 
overarching focus.  SPAA will employ an intra-disciplinary curriculum through our STEM 
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and ELA History/Language blocks and fusion with the overarching music and performing 
arts focus.  A particular and unique emphasis will be on the fusion of the performing arts 
into the curriculum.  Maine’s Cross Content Connections document will provide a 
framework for integration 
(http://www.maine.gov/education/lres/pei/crosscontent.pdf). 

2. Core Knowledge 
Core knowledge in all disciplines is a prerequisite to and an enhancement of higher level 
thinking skills. At SPAA a strong commitment to core knowledge (Hirsch, 1987).  

“The idea behind Core Knowledge is simple and powerful: knowledge builds on 
knowledge. The more you know, the more you are able to learn. This insight, 
well-established by cognitive science, has profound implications for teaching and 
learning. Nearly all of our most important goals for education–greater reading 
comprehension, the ability to think critically and solve problems, even higher 
test scores–are a function of the depth and breadth of our knowledge” 
(www.coreknowledge.org). 

To compliment this belief in the importance of a foundation of core knowledge, SPAA’s 
writing curriculum will include a strong emphasis on basic skills in grammar, usage, and 
mechanics. Skill in these basic writing skills is essential for success and provides the tools 
needed for higher level creative and technical writing needed for college and career. 

3. Inquiry-Based and experiential learning 
Students learn best in an inquiry-based environment in which they are able to engage in 
prediction, access of previous knowledge, problem-solving, and discovery before explicit 
instruction.  We believe that learning is a product of one’s unique experience and 
reflection upon that experience (Dewey, 1938).  Neuro-psychologists emphasize that 
student prediction leads to superior retention of content (Kornell & Bjork, 2009). 
 
Participating in learning through projects and service opportunities that connect to real-
life problems increases engagement and learning.  SPAA students will have 
opportunities to participate in hands-on learning, particularly in the sciences, taking 
advantage of the rich natural resources of the SPAA campus and the central Maine 
region. 

“The transfer from the scholastic setting to contexts in which such  
knowledge can be readily applied is not easy to achieve in any society.  
What is needed is the creation of a climate in which students come  
naturally to link their intuitive ways of knowing with scholastic and  
disciplinary forms of knowing” (Gardner, 1995). 

4. Individualized learning/Multiple Pathways 
SPAA supports the use of differentiation based on diverse students’ needs, and 
principles of universal design for learning are embraced (Kurtt, 2009).   Multiple ways to 
individualize learning are emphasized along with multiple ways to deliver instruction. 
Since the curriculum is standards-based, rather than just standards-referenced, each 
student is assessed on his/her individualized progress in meeting standards.  Each 

http://www.coreknowledge.org/
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student at SPAA will have a Personal Learning Plan (PLP) that will be used for goal 
setting, self-regulation, self-assessment, and reporting. 

5. Cultural Competence 
In an increasingly global society, successful students will have an appreciation and 
respect for diversity and an acknowledgment of the impact of culture and social 
experience on learning are embedded in the curriculum (Cole, 1990; Freire, 1996). 
Students will be expected to develop cultural competence, worldviews, and culturally 
sensitive skills through exposure to multicultural experiences particularly through 
literature, social studies, and the arts. 

 
Measurable Objectives 
Measurable objectives are outlined for Year 1 for Grades 9 and 10.  Objectives for 
English/Language Arts, Mathematics, and Science & Technology were set based upon Maine 
state proficiency averages from area high schools.  As additional grades are added, grade-level 
objectives will be developed.  The objectives stated are initial and percentage targets will be 
increased in subsequent years as outlined in Tab 8. 

1. Grades 9 and 10 
 

Subject Standards Objectives Year 1 Measurement 

English/Language 
Arts 

Includes reading, 
writing, speaking, 

listening, and 
language 

Common Core 
College and Career 
Readiness Anchor 
Standards in 
Reading, Writing, 
Speaking, Listening,  
and Language 

60% of Students 
will demonstrate 
proficiency or 
higher in standards 
by the end of Year 
1. 

A minimum of three 
assessments 
demonstrating 
proficiency using 10 
standards-based 
rubrics (See Appendix 
E). 
PSAT 
SAT 

Mathematics: 
Includes  

algebra, geometry, 
functions, 

measurement, data, 
statistics, and 

probability 

Maine’s Integrated 
Pathway for the 
Common Core State 
Mathematics 
Standards 

50% of Students 
will demonstrate 
proficiency or 
higher by the end of 
Year 1. 

A minimum of three 
assessments 
demonstrating 
proficiency using 10 
standards-based 
rubrics (See Appendix 
E). 
PSAT 
SAT 

Science & Technology Maine Learning 
Results Parameters 
for Essential 

75% of students will 
demonstrate 
proficiency or higher 

A minimum of three 
assessments 
demonstrating 
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Instruction in Science  by the end of year 1. proficiency using 10 
standards-based 
rubrics (See Appendix 
E). 
MHSA for Science 

Social Studies Maine Learning 
Results Parameters 
for Essential 
Instruction in Social 
Studies  

75% of students will 
demonstrate 
proficiency or higher 
by the end of year 1. 

A minimum of three 
assessments 
demonstrating 
proficiency using 10 
standards-based 
rubrics (See Appendix 
E). 

Visual and 
Performing Arts 

Maine Learning 
Results Parameters 
for Essential 
Instruction for Visual 
and Performing Arts  

90% of students will 
demonstrate 
proficiency or higher 
in at least one area of 
the visual and 
performing arts by 
the end of Year 1. 

A minimum of three 
Performance 
Assessments 
demonstrating 
proficiency in each of 
10 standards(See 
Appendix E) 

World Languages Maine Learning 
Results Parameters 
for Essential 
Instruction in World 
Language  

75% of students will 
demonstrate 
proficiency or higher 
in at least one world 
language by the end 
of Year 1. 

A minimum of three 
assessments 
demonstrating 
proficiency using 10 
standards-based 
rubrics (See Appendix 
E). 

Health & Physical 
Education 

Maine Learning 
Results Parameters 
for Essential 
Instruction for Health 
and Physical 
Education  

80% of students will 
demonstrate 
proficiency or higher 
in Year 1. 

A minimum of three 
assessments 
demonstrating 
proficiency using 5 
standards-based 
rubrics (See Appendix 
E). 
 

Career & Education 
Development 

Maine Learning 
Results Parameters 
for Essential 
Instruction in Career 
and Education 

80% of students will 
demonstrate 
proficiency or higher 
in Year 1. 
 

A minimum of three 
assessments 
demonstrating 
proficiency using 3 
standards-based 
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Development  rubrics (See Appendix 
E). 
 

 
 
Instructional Design 
SPAA provides a unique design that promotes connections between disciplines. The schedule 
will be designed in three modules to support the integration of the curriculum.  The flexible 
block design is based on the understanding that proficiency based learning holds learning as the 
constant and time as the variable.  Providing generous time for each academic area allows SPAA 
to provide opportunities for remediation, enrichment, and electives. Opportunities for 
individualization will be enhanced by maximizing student choice in modes of instructional 
delivery.  Virtual learning, hybrid models, and face-to-face instruction will be available to meet 
the individual needs and preferences of students as they navigate their high school career. 

1. STEM module: This module will be an integrated 2 hour block devoted to meeting 
Maine’s Learning Results in mathematics, science and technology, and health.  A 
combination of classroom-based explicit instruction, experiential learning, and virtual 
learning for declarative knowledge and basic skills will be employed. An extension of 
learning will be experienced through the inclusion of an exploration of the integration of 
science, music, and visual arts. 

 
A four-year sequential math curriculum will be provided through a combination of  
online classes, direct instruction, and independent studies.  SPAA is exploring the use of 
the Eureka Math program since it provides a high degree of alignment with the 
Common Core (See Appendix F). 

In a review of 20 math instructional series used in classrooms around the country by 
EdReports.org, “Eureka Math was the only program that met the expectations for 
alignment to the Common Core State Standards at every grade level reviewed” writes 
Education Week. A team of expert educators assessed the math curricula for 
EdReports.org, an independent nonprofit. The report is modeled after those published 
by Consumer Reports with “green lights” representing a top review.  Across 18 possible 
ratings for each gateway criteria, the entire K–8 Eureka Math curricula received 18 of 18 
greens (meets expectations) in each of the Gateway 1 criteria (focus and coherence) and 
Gateway 2 criteria (rigor and balance). Overall, the curricula received 15 of 18 greens 
and 3 yellows (partially meets) in Gateway 3 (usability). 
http://greatminds.net/maps/news/eureka-math-gets-top-marks 

 
The SPAA science curriculum will include a full spectrum of life sciences and physical 
sciences with a four year sequence of biology, environmental science, chemistry, and 
physics based on the Next Generation Science Standards.  SPAA will provide enhanced 
opportunities for experiential learning by taking advantage of the campus that is 

http://greatminds.net/maps/documents/math/EdWeek-Web-June2015.pdf
http://greatminds.net/maps/documents/math/EdReports-Master-Exhibit.pdf
http://greatminds.net/maps/news/eureka-math-gets-top-marks
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situated on the lake and surrounded by woods.   As an active member of the Friends of 
Messalonskee, Snow Pond works closely with its neighbors to preserve the Belgrade 
Lakes and ensure ample opportunities for educational and recreational activities are 
available for SPAA students.  

 
Science will be integrated with English/Language Arts by using a companion literacy-
based science curriculum.  These primary sources would accompany study. Some 
examples follow: 

Grade 9: Biology 
          Aristotle, The History of Animals (c. 380 B.C.) 
          Gregor Mendel, “Experiments with Plant Hybrids” (1866) 
          Freeman Dyson, Origins of Life (1999) 
Grade 10: Environmental Science 
          Johannes Kepler, Harmonies of the World (1619) 
          Galileo Galilei, Dialogue Concerning the Two Chief World Systems (1632) 
          Rachel Carson, Silent Spring (1962) 
Grade 11: Chemistry 
          Robert Boyle, The Sceptical Chymist (1661) 
               James D. Watson, The Double Helix (1968) 
          Douglas R. Hofstadter, Godel, Escher, Bach (1979) 
Grade 12: Physics 

Albert Einstein, Relativity: The Special and the General Theory (trans. Robert 
W. Lawson) (1915) 
Stephen Hawking, A Brief History of Time (1988) 
Michael J. Behe, Darwin’s Black Box (1998) 

          
           

2. Humanities module: This module will be an integrated two and 1/2-hour module 
devoted to meeting Maine’s Learning Results in English/Language Arts, Social Studies, 
and World Languages.  Sequential history instruction will be integrated with fiction and 
nonfiction literature, emphasizing primary texts and encompassing all historical eras 
designated in the Maine Learning Results Parameters for Essential Instruction in Social 
Studies.  There will be a special emphasis on enhancing the music and art history 
curriculum to supplement this module. 
 
The English and social studies curriculum will be a classical curriculum based on what is 
commonly referred to as the “great books”.  SPAA believes that this is the best way to 
meet Maine’s Guiding Principles. The great books will be supplemented with global and 
contemporary literature to insure multicultural understanding and relevance.  The goal 
of the humanities is to “gain a greater understanding of our civilization, country, and 
place in time, stemming from an understanding of what has come before us” (Bauer, 
2004).  Bauer further states: 
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“The student who has read Aristotle and Plato on human freedom, Thomas 
Jefferson on liberty, Frederick Douglass on slavery, and Martin Luther King, Jr. on 
civil rights will read Toni Morrison’s Beloved with an understanding denied to the 
student who comes to the book without any knowledge of its roots” (pg. 485) 

     
Once again, a combination of classroom-based explicit instruction, experiential learning, 
and virtual learning for declarative knowledge and basic skills will be employed. 
Consistent with the “Paideia” model, instruction will be divided in the following ways: 

 
Didactic instruction – 10- 15% of instructional time 
This instruction includes direct instruction, demonstrations, online or 
technology-based instruction and independent reading for the purposes of 
building core knowledge and skills 
 
 
Intellectual Coaching – 70% of instructional time 
These are closest to what would be traditional teaching sessions with individuals, 
small groups, or whole groups for the purpose of developing advanced 
knowledge and academic skills. 
Socratic seminar – 15 – 20% of instructional time 
Socratic dialogue is a structured process of collaborative intellectual 
conversations that are facilitated by open-ended questions for the purpose of 
engaging students in discovering meaning and thinking critically while deepening 
their values, ideas, and self-concept. 

 
   

3. Arts module: This module will consist of a 2 hour block devoted to the visual and 
performing arts.  Classes in theory and technical aspects of the arts will be combined 
with instruction, coaching, and participation in performance in music and theater.  This 
module will be scheduled at a time that maximizes opportunities for other high school 
students in the community to participate as well as drawing upon the talent, skills, and 
resources of the Snow Pond Community Arts School. 
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Snow Pond Arts Academy 

Arts Curriculum 

(Grades 9-10) 

  

MUSIC 
  
Fundamentals of Music 
Music Theory I/II 
AP Music Theory 

The Music Theory sequence of courses is designed to develop individual student 

musicianship in four distinct, but related, areas: terminology/notation, 

performance/aural skills, analysis and composition.  As students enter the theoretical 

side of music with vastly different musical backgrounds, each student will be assessed 

upon entering the SPAA to determine current levels of achievement in each of these four 
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areas.  Based on this preliminary assessment, students are assigned a particular course 

track for the year. 
  
Music Appreciation 

Music Appreciation is open to all students. The purpose of this course is to increase 

students' musical awareness and give students the tools to actively listen to, discuss, and 

critique various styles of music. The first portion of the course will focus on learning the 

basic elements of music: Melody, Rhythm, Harmony, Form, Texture, Tempo, and 

Dynamics. Using appropriate music vocabulary, students will study and discuss a variety 

of musical genres, including Classical, Jazz, Rock, Opera, Musicals, etc. 
  
Introduction to Music Technology 

Intro to Music Technology is open to students who have completed one year of Music. 

Theory and as well as a year of performance music ensemble experience. The purpose of 

this course is to increase students' musical awareness through technology-based 

experiences. Students will develop musicianship in a 21st Century environment by 

completing projects utilizing critical response, reading and notation, improvisation and 

composition as well as some singing and instrumental performance. 
  
Keyboard Class (Beginning), (Intermediate), and (Advanced) 

The three levels of piano are required of all SPAA students. Students will develop piano 

and musicianship skills, including: 
○ learn and perform pieces in various classical and contemporary styles 

○ establish/develop/maintain a healthy piano technique 

○ develop/improve music reading skills 

○ develop a working knowledge of scales, chords, and comping patterns in various 

piano styles 

○ explore the various sounds on the keyboard, including strings, drum kits, wind 

instruments, sound effects, etc. 

○ sequence (record by laying tracks) 

○ explore musical creativity through his/her own arrangements and compositions 

  
Introduction to Guitar (Beginning & Advanced) 

Introduction to Guitar is a series of courses designed to teach students the basic 

techniques of guitar playing. Each unit includes playing activities and written exercises 

that are essential to building skills. Topics include: parts of the guitar, proper posture 

and instrument hold, chord playing, chord reading, scale patterns, strum patterns, 

reading and performance of melody lines and basic music theory. Students will be 

assessed on a regular basis through performance demonstrations and written tests. 
  

SPAA Band (Woodwinds, Brass, and Percussion) 
SPAA Band is for those students with limited or no instrumental background. 

Fundamentals of each of the Woodwind, Brass, and Percussion instruments are explored. 

Students will explore varied playing activities that are essential to building skills, as well 

as performing repertoire appropriate to meeting learning goals. 
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SPAA Strings 
SPAA Strings is for those students with limited or no string instrument background. 

Fundamentals of each of the string instruments are explored. Students will explore varied 

playing activities that are essential to building skills, as well as performing repertoire 

appropriate to meeting learning goals. 
  

World Drumming 
Drum circles of Africa, Brazil, Cuba and the Middle East! Hands on experience with a 

wide variety of percussion instruments, such as steel drums, scrapers, bells, blocks and 

drums. Students will learn how to create culturally authentic-sounding ensembles, and 

experience the making of music as they come to appreciate other cultures. 
  

Applied Studies 
Private study of an instrument or voice is required of all students for academic credit.  

Students must enroll in applied music for each semester enrolled at SPAA. Applied 

lessons are designed to facilitate that students will be able to perform with a unique yet 

acceptable timbre, in tune, and with excellent rhythm and perform standard repertoire 

with technical mastery, within stylistic parameters, with color and dynamics, with 

understanding of the compositional process, and project thier unique feelings about the 

music to a listener. Within the context of the SPAA mission, students will perform in 

recital on and off campus.  Lessons are available in woodwinds, brass, percussion, 

strings, voice, and piano. 
  
PERFORMING ENSEMBLES: 
Chamber Orchestra 

This performance ensemble is open for all students who wish to perform orchestral 

repertoire. It is open to any student who has been enrolled in an orchestra for at least 

one year. The orchestra studies and performs a wide variety of music from baroque to 

popular. Winds and Percussion at the discretion of the instructor. Performances will be 

held on and off campus. 
              
Symphony Band 

Symphony Band is a performance based ensemble open to students who play a wind or 

percussion instrument. It is open to any student who has had a minimum of one-year of 

study. The Band studies and performs a wide variety of music representative of the wind 

band repertoire. Performances will be held on and off campus. 
              
Jazz Band 

The goal of the SPAA Jazz Band is to provide each individual musician with the 

opportunity to actively participate in the creation of art via the medium of jazz music. 

Jazz is a sophisticated and uniquely American idiom; students will work to understand 

this idiom through listening, playing, writing and performing. Within the context of Jazz 

Band, students will learn the art of improvisation and the means to manipulate jazz 

through improvisation and composition. Students will work to acquire the knowledge, 

understanding and skills that lead to a polished large-group performance. Performances 

will be held on and off campus. 
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Chorale 

The SPAA Chorale is a performing ensemble open to all students. This mixed vocal 

ensemble performs literature in a variety of musical styles including classical, popular, 

Broadway, madrigal, season, and sacred. Music is performed in several languages 

including French, Spanish, Latin, and Italian. Students will work to acquire the 

knowledge, understanding and skills that lead to a polished large-group performance. 

Performances will be held on and off campus 
  
  

Theatre Arts 
  

Theatre Arts I 
This course covers the many aspects of theatre.  Students will study acting theory and 

develop acting skills, using improvisation as well as memorized, prepared scenes.  

Students will also study theatre history, technical theatre, and some musical theatre, film, 

and television.  Students will also learn how to be an appropriate audience, and critique 

other’s performances and productions.  
  
Theatre Arts II 

Theatre Arts II is a continuation of the Theatre Arts I course.   It will expound on acting 

techniques and the role of the actor in interpreting literature for performances, as well as 

explore theatrical conventions in theatre, film and television. Opportunities to further 

develop one’s expressive use of the body and voice, characterization and acting, and 

understanding the basic production work required for theatrical events. 
  
 
Voice, Speech, & Diction (I/II) 

This course offers the opportunity for the development of voice techniques for the stage, 

including work in relaxation, breath control, limbering, articulation and resonance. 

Students will learn the International Phonetic Alphabet (IPA) and Linklater vocal 

techniques, and explore advanced techniques including vocal dialects. 
  
Musical Theatre Workshop 

Musical Theatre class is an exploration of American Musical Theatre. Students will study 

the work of the actor/singer/dancer and use their gained knowledge to develop as 

performers.  A culminating showcase performance at the end of the year will provide for 

both on and off campus outreach. 
  
Theatre Tech 

This course covers the basics of theater technology and the backstage environment, 

including units of sets, lighting, sound, costume and makeup. 
  

Dance 
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Beginning Dance 
This course is open to any student and has a concentration on movement fundamentals 

through the dance elements of time, space and energy. The intent is to give students an 

awareness and reverence for the physical body and its athletic and expressive 

capabilities.  
  
Dance II 

This course is for the student with more experience in dance and gives students more 

opportunity to create and perform. A deeper and more refined focus on dance technique, 

improvisation and composition can be expected. An introduction to dance history and 

criticism is also explored.  
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Teaching Methods and Systems 
SPAA has a philosophy based on equity instruction, defines as instruction that intends to 
educate students in a manner that is sensitive to their unique qualities (Swartwood, 2012).  We 
view all students as having diverse abilities and have a philosophy of full inclusion.  Students 
identified with a disability are considered students with neurodiversity and are welcomed and 
respected for the unique strengths they have. 
 
SPAA instruction will be designed with the principles of Universal Design for Learning (UDL) and 
all courses will demonstrate their alignment with these principles (http://www.cast.org/).  
Universal design for learning, based upon the principle that using multiple means of 
representation (instructional strategies), engagement (student activities and learning 
approaches) and expression (products that show understanding of content), maximizes learning 
for all students.  UDL also increases student engagement and encourages autonomy and 
student choice. 
 
Each SPAA student will have a Personal Learning Plan (PLP) that will include academic 
standards, Maine’s Guiding Principles, and Habits of Mind (Costa & Kallick, 2009).  (A full Habits 
of Mind description will be provided in a later section and is also available in Appendix G.) 
 
PLPs will be developed with a team consisting of the student, the student’s advisor, a member 
of the humanities faculty, a member of the STEM faculty, and a member of the Arts faculty. An 
advising system will insure that each student has an advisor who will continue to monitor the 
PLP and guide the student on goal setting, self-regulation, and self-assessment. 
 
A Response to Intervention System will be employed to insure that students are successfully 
mastering all curriculum areas.  In the event that data indicate inadequate progress, 
interventions will be implemented and student progress will be monitored to insure success. 
 
A variety of research-based instructional strategies will be employed, including: 

● Direct Instruction 
● Cooperative learning  
● Inquiry-based learning 
● Experiential learning 
● Socratic dialogue 
● Independent learning 
● Virtual learning 
● Intra-disciplinary learning 

 
 
Educational Program Research, Theory, and Experience 
The proposed educational program has a sound base in research, theory and experience. The 
theoretical base and foundational materials will guide the curriculum development and will 
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provide a rigorous, engaging, and effective educational program for the anticipated student 
population.   
 

Paideia Philosophy 
Research indicates that the Paideia approach, when applied with fidelity, results in 
academic achievement increases for all students, but particularly for low-income 
students (Herman & Stringfield, 1995; Robinson, 2008). 

 
Integrated curriculum 
There is abundant evidence that a structured and intensive focus on music and the 
performing arts has a significantly positive effect on mathematics and reading 
achievement (Fisk, 1999).  Research indicates that student performance improves with 
an integrated curriculum compared to a traditional curriculum (Costley, 2015; Grouws et 
al., 2013; Wraga, 2009). A 2008 report of the U.S. Department of Education 
acknowledged that magnet schools that focus on specialized interest areas (such as the 
arts) and provide an integrated curriculum maximize engagement which leads to 
improvements in achievement (Department of Education, 2008). 

 
Core Knowledge 
An Oklahoma Study comparing elementary students who received a Core Knowledge 
Curriculum for one year with elementary students who did not receive the Core 
Knowledge Curriculum determined that the students who received the Core Knowledge 
Curriculum outperformed the control group in seven out of eight categories of the Iowa 
Test of Basic Skills.  There were highly statistically significant gains in the areas of 
reading comprehension, vocabulary, and social studies.   
 
A Johns Hopkins Study in 2000 found that there was a relationship between the 
effectiveness of the Core Knowledge curriculum and the strength of its implementation 
(MacIver, Stringfield, & McHugh, 2000). 

  
Specifically relating the Core Knowledge Curriculum to college readiness, Pentony, 
Swank, & Pentony (2001) found statistically significant relationships between the 
Cultural Literacy test (CLT) developed by E.D. Hirsch and college freshman grade point 
average and academic performance in English, history, and government courses 
(Pentony et al., 2001) 

 
Inquiry-Based and experiential learning, Individualized learning, Cultural Competency, 
and Standards-based education 
Global Best Practices: An Internationally Benchmarked Self-Assessment Tool for 
Secondary Learning  and the companion Global Best Practices Research Summary 
published in 2010 by the New England Secondary School Consortium provides the 
research basis for a number of the instructional approaches used at SPAA (Consortium, 
2010a, 2010b). 

http://www.coreknowledge.org/mimik/mimik_uploads/documents/106/How%20Do%20We%20Know%20This%20Works.pdf
http://www.greatschoolspartnership.org/wp-content/uploads/2012/02/global_best_practices.pdf
http://www.greatschoolspartnership.org/wp-content/uploads/2012/02/global_best_practices.pdf
http://www.greatschoolspartnership.org/wp-content/uploads/2012/02/global_best_practices_research_summary.pdf
http://www.greatschoolspartnership.org/wp-content/uploads/2012/02/global_best_practices_research_summary.pdf
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Lesson Plans 
SPAA’s unit and lesson plans will reflect the teaching philosophy and instructional approaches 
of the school outlined above.  Following are samples of lessons in core academic areas.  Lesson 
plans follow. Additional background information regarding these lesson plans can be found in 
Appendix H.   
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English/Language Arts Lesson Plans  

 
 

PAIDEIA SEMINAR PLAN 

 
Text: “Birches” 
Grade level: 9 
 Publication Date: 1916 
 Author: Robert Frost (1874-1963) 
 

Process Steps 
Before Seminar 
 
What to Do 

● Describe ideal dialogue. Note purpose for this practice. 

● Review role of facilitator and expectations for participants (norms, goals, ground rules). 

● Make and take suggestions for group process goal. Reach consensus and display goal. 

● View list of personal participation goals. Individually select and record goal. 

 
After Seminar 
 
What to Do 

● Reflect on personal goal. Record self-assessment of performance. 

● Reflect on group process goal. Discuss/assess group dialogue. 

● Discuss group process goal of next seminar. Make note for future reference. 

 
Seminar Steps 

Opening Question 
Identify main ideas from text. 
  
How did you divide the poem? (round-robin response; use document camera, if available.)  
Why? 
  
Did anyone divide the poem in a different way? (Repeat process above.) 
  
Core Questions 
Analyze textual details. 
  
·      What is your first impression of the poem? 
  
·      How would you describe the poem’s tone? 
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·      Frost once said a poem should begin with “delight” and end with “wisdom.” Does this poem 

accomplish those two things? 
o  How and where? What techniques/devices does Frost use to reveal wisdom or truth? 
o  How would you express this poem’s wisdom or truth?  
 
Closing Question 
Personalize and apply ideas. 
  
·      How do you find peace amid the troubles of life? 
  

Content Steps 
Before Seminar 
 
What to Do 
  
Introductory Step 
®   Identify ideas and values. Discuss. 
®   Perform quick pre-write. Respond to question below and then briefly discuss as group. 
·   How would you define “irony”? 
®    Provide background information. 
  
Inspectional Reading 
®   Identify important vocabulary. Highlight words, phrases, and sentences of import and 

interest. Use context clues to clarify meaning of unfamiliar words. 
®   Mark structural features of text. Number lines. 
  
Analytical Reading 
®   Read for meaning, grasping big ideas. Read poem silently and individually. Then read aloud 

as group. 
®   Begin to analyze details. Divide poem into sections in manner that makes sense to you. 
 
After Seminar 
What to Do 
  
Writing Activity 
®   Present task and question prompts. Ask participants to record responses to questions below 

and then write expository paragraph or poem. 
·      Can you recall a vivid childhood experience or nature/outdoors experience? Describe. 
·      What did you learn from the experience? 
®   Support generative process. 
®   Perform steps of generative process. 
¯  Plan. Respond to questions. 
¯  Create. Produce paragraph or poem, integrating info and insights from responses. 
¯  Revise, if necessary. 
¯  Display. 
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PAIDEIA SEMINAR PLAN 

 
Text: Text: Selma-to-Montgomery March for Voting         Grade level: 10 
      Rights in 1965 
Author: James Karales (1930-2002) 
  
Publication Date: 1965 
     
 

Process Steps 
Before Seminar 
 
What to Do 
Describe ideal dialogue. Note purpose for this practice. 
  
Review role of facilitator and expectations for participants (norms, goals, ground rules). 
  
Make and take suggestions for group process goal. Reach consensus and display goal. 
  
View list of personal participation goals. Individually select and record goal. 
 
After Seminar 
 
What to Do 
Reflect on personal goal. Record self-assessment of performance. 
  
Reflect on group process goal. Discuss/assess group dialogue. 
  
Discuss group process goal of next seminar. Make note for future reference. 
 

Seminar Steps 
 Opening Question 
Identify main ideas from text. 
  
·      What do you think is the single most important detail in this photograph?  (round-robin response) 
o  Why? (spontaneous discussion) 
Core Questions 
Analyze textual details. 
  
·      Karales was a very skilled journalistic photographer. Why do you think he chose to take this photograph from 

the perspective or point of view that he did? 
  
·      What role does light (and dark) play in this photograph? 
o  What are the outstanding light elements? 
o  What are the outstanding dark elements? 
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·      What roles do the four marchers in front of the group play? 
o  What roles do the other marchers play? 
o  What beliefs or personal qualities do you think they have in common? 
  
·      If this photograph were accompanied by music, what sort of music would it be? 
o  Why? 
  
·      In your opinion, is this photograph a work of art? 
o  Why or why not? 
 
Closing Question 
Personalize and apply ideas. 
  
·      What ideas and values do you think are captured by this photograph?  
OR 
·      What role do these ideas and values play in the American consciousness (the opinions, feelings, and beliefs that 

Americans share)? 
 
  

Content Steps 
Before Seminar 
 
What to Do 
  
Introductory Step 
®   Identify ideas and values. Discuss. 
®   Perform initial inspection. Examine photo, displayed in room and online. 
®   Provide background information. Look magazine photographer James Karales was sent to the South to cover the 

civil rights movement, specifically the march for voting rights being staged in Alabama: from Selma to the state 

capitol in Montgomery. This photo, taken on March 25, 1965 records the third attempt to march into Montgomery: 

the first attempt ended in a violent attack on the marchers by Alabama state troopers, and the second was halted by 

Dr. Martin Luther King in the face of further threats of violence. This march – the third and successful attempt – 

was protected by National Guard troops called out by President Lyndon Johnson. This and other iconic photos by 

Karales contributed to the growing national awareness of the struggle by Southern African-Americans to attain 

equal rights. 
  
Inspectional Reading 
®   Identify important vocabulary. Post terms listed below on Art Word Wall (or add to pre-existing Word Wall). 

Work with participants to define terms. Exhibit examples (and non-examples) to facilitate this process. 
¯     Elements of Art: form, line, shape, color, texture, space, value 
¯     Principles of Art: emphasis, balance, harmony, variety, movement, rhythm, proportion, unity 
®   Mark structural features of text. 
  
Analytical Reading 
®   Begin to analyze details. Obtain one copy of print, several sheets of blank paper, and colored pencils. Sketch and 

label elements of photo on blank paper. Share sketch during seminar discussion. 
 
After Seminar 
 
What to Do 
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Writing Activity 
®   Present question prompts. Ask participants to record responses to questions below and then discuss. 
·      What current events do you believe deserve the same kind of national and international attention that Karales 

gave to the civil rights movement? 
·      What kind of photographic record should be made? 
®   Support generative process. 
®   Perform steps of generative process. 
¯  Plan. Reflect on seminar discussion. Brainstorm. 
¯  Create. Record responses. 
¯  Display. Share responses with group and discuss. 
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Science Lesson Plans  
 

PAIDEIA SEMINAR PLAN 

 
Text: Lives of a Cell      Grade level: 9 
 

  

 Process Steps 

 
Before Seminar 
 
What to Do 
Describe ideal dialogue. Note purpose for this practice. 
  
Review role of facilitator and expectations for participants (norms, goals, ground rules). 
  
Make and take suggestions for group process goal. Reach consensus and display goal. 
  
View list of personal participation goals. Individually select and record goal. 
  
 
After Seminar 
 
What to Do 
Reflect on personal goal. Record self-assessment of performance. 
  
Reflect on group process goal. Discuss/assess group dialogue. 
 

Seminar Steps 
 

Opening Question 
Identify main ideas from text. 
  

In your opinion, what is the earth most like? (round-robin response) 
Why? (spontaneous discussion) 

 Core Questions 
Analyze textual details. 
  
How do you think the author arrived at the conclusion that the earth is most like a single cell? 
  
Closing Question 
Personalize and apply ideas. 
  

How is the classroom like a cell? 
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Content Steps 
 

  
Before Seminar 
 
What to Do 
  
Introductory Step 

Identify ideas and values. Discuss. 
Provide background information. 

  
Inspectional Reading 

Identify important vocabulary. Highlight words, phrases, and sentences of import and interest. Use context 

clues to clarify meaning of unfamiliar words. 
Mark structural features of text. Number paragraphs. 

  
Analytical Reading 

Read for meaning, grasping big ideas. Read silently and individually. Then read aloud as group and 

discuss. 
  
 
After Seminar 
 
What to Do 
  
Drawing Activity 

Present task and question prompts. Distribute diagram. Ask participants to record responses to questions 

below and then use diagram as reference to draw room as cell. 
What are the major organelles of an animal cell? 

What are their functions? 
If this room were an animal cell, what objects would represent the major organelles? List organelle-

object pairs and explain. 
Support generative process. 
Perform steps of generative process. 

Plan. Examine diagram. Review cell organelles and their functions. Search for analogous objects in 

room. Record responses. 
Create. Draw class as cell, labeling parts. 
Revise, if necessary. 
Display. 

 
 
 

PAIDEIA SEMINAR PLAN 

 
Text: The Origin of Species, “Recapitulation and  Grade level: 10 
 
      Conclusion” (Ch. 15) 
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Author: Charles Darwin (1809-1882) 
 
  
Publication Date: 1859 
       
 

  

 Process Steps 

 
Before Seminar 
What to Do 
Describe ideal dialogue. Note purpose for this practice. 
  
Review role of facilitator and expectations for participants (norms, goals, ground rules). 
  
Make and take suggestions for group process goal. Reach consensus and display goal. 
  
View list of personal participation goals. Individually select and record goal. 
 
 
After Seminar 
 
What to Do 
Reflect on personal goal. Record self-assessment of performance. 
  
Reflect on group process goal. Discuss/assess group dialogue. 
  
Discuss group process goal of next seminar. Make note for future reference. 
 
 

Seminar Steps 
Opening Question 
Identify main ideas from text. 
  
·      This section reviews Darwin’s arguments for “descent with modification.” What sentence in the excerpt do you find most 

intriguing? (round-robin response)  
o   Why? (spontaneous discussion) 
 
 Core Questions 
Analyze textual details. 
  
·      In the end of par. 5, Darwin writes, “the Natural System is a genealogical arrangement…and we have to discover the lines 

of descent by the most permanent characters whatever they may be and of however slight vital importance.” What do you 

think Darwin means by “genealogical arrangement”? 
o   Why do you think he emphasizes “permanent characters” as the key to understanding genealogy? 
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·      In the last sentence of par. 8, Darwin states, “Great is the power of steady misrepresentation; but the history of science 

shows that fortunately this power does not long endure.” Can you think of an example? 
  
·      In par. 9 of this excerpt, Darwin writes that species have been modified “chiefly through the natural selection of numerous 

successive, slight, favourable variations.” Why are variations so important in the evolution of species? 
  
·      Darwin opens par. 10 by writing, “I see no good reason why the views given in this volume should shock the religious 

feelings of any one.” Then, in par. 11 Darwin asks “why… until recently did nearly all the most eminent living naturalists 

and geologists disbelieve in the mutability of species?” Why do you think Darwin’s arguments have proven so problematic? 
  
Closing Question 
Personalize and apply ideas. 
  
·      Darwin’s 19th Century work is seminal for those who study the natural world. How do the ideas in this text affect your 

thinking about science?   
 

 

Content Steps 
 

  
Before Seminar 
 
What to Do 
  
Introductory Step 
®   Identify ideas and values. Discuss. 
®   Provide background information. At the time that Charles Darwin was chosen (almost by accident) to join the 

British survey vessel Beagle for a voyage to South America and the Pacific Ocean, he was a young, undistinguished 

English natural historian. From 1831-1836, he performed studies whenever and wherever the Beagle landed. His 

later reflections were summed up in two monumental books: The Origin of Species (1859) and The Descent of Man 

(1871). From the beginning, his theories about “descent with modification” or evolution, were extremely 

controversial as they were seen to contradict the received truth of The Bible and other primary religious works. Our 

text is Darwin’s summary of his original argument from the last chapter (“Recapitulation and Conclusion”) of The 

Origin of Species. 
  
Inspectional Reading 
®   Identify important vocabulary. Highlight words, phrases, and sentences of import and interest. Use context clues 

to clarify meaning of unfamiliar words. 
®   Mark structural features of text. Number paragraphs. 
  
Analytical Reading 
®   Read for meaning, grasping big ideas. Read silently and individually. 
®   Complete graphic organizer. Record topic sentence of each paragraph in left column. In your own words, explain 

meaning of sentence in right column. 
 
 After Seminar 
 
What to Do 
  
Writing, Drawing, or Building Activity 
®   Present task or question prompt. 
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®   Support generative process. 
®   Perform steps of generative process. 
¯  Plan. 
¯  Create. 
¯  Revise, if necessary. 
¯  Display. 

Overview of Online Science Lessons (K12, Inc.) 
 
Many science courses are a combination of standard, laboratory, review and assessment lessons. 
Standard lessons are 60-minute lessons, designed to deepen the student’s understanding of 

scientific concepts. Students will learn facts about Life Science, and put their knowledge to work 

through short activities related to these lesson concepts. 
  
Some lessons begin with a short online review called Foundations. This activity checks 

knowledge of basic concepts needed later in the lesson. Students have the chance to see how 

much they already know and learn about scientific concepts that may be new to them. 
  
The online Explore portion of standard lessons is a 20-minute activity where new information is 

presented. In these activities, students will explore life on Earth through a rich mix of 

photography, sound, animation, interactive simulation, and of course, text. 
  
Students get to put their knowledge to work in lesson activities – a combination of offline and 

online learning. They may perform an experiment, create models or illustrations, or study data 

for form their own scientific opinion. 
  
Some lessons include an optional activity. Optional activities can take place online or offline. 
They are designed to help students master the material and offer unique ways for them to 

investigate and analyze Life Science concepts. 
  
Laboratory lessons allow students to research and experiment to acquire knowledge of scientific 

topics much like the experts do. Each 90-minute lab lesson usually follows a set of other lessons 

in a unit, so students can apply the facts they have learned to their lab work. 
  
Lab activities help students to get scientific experience. Activities may involve investigations, 

such as dissecting a clam to observe its parts, how those parts interact with their environment, 

and to compare the clam form and function with that of other animals. Or students may read 

about a scientist in the field and be asked to do an activity related to scientist’s area of expertise. 
  
A Unit Review lesson follows each lab lesson. This review lesson ties together all of the Life 

Science concepts students have learned throughout the unit, helps students to consider them 

again, and prepares students for the Unit Assessment in a fun, yet comprehensive way. 
  
Students can look forward to creative activities to help them review the material in each unit. 
Typical review activities include anything from games and puzzles, to reading stories and 

performing analysis. These activities are especially designed to get students ready for the 

assessment. 



 
 

Snow Pond Arts Academy Charter School Application / 43  

  
The Student Guide and Activity Sheets are printable, complementary materials for students to 

use with lesson activities. They may guide students and an adult in completing an activity, lab, or 

an assessment. 
  
Located in the Student Guide and Activity Sheets are important sections on Materials and Safety. 
Here students will find what materials to gather for experiments and activities, as well as 

information on how to keep their Life Science learning experience safe. 
  
Students will take an assessment at the end of most lessons, at the end of each unit, and at the 

close of each semester. These assessments are a chance for students to demonstrate what they 

have learned, and identify areas for further growth. 
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Math Lesson Plans  
 
 

Eureka Math Lesson 

Grade 9 

Graphs of Piecewise Linear Functions (E) 

Student Outcomes 

·        Students define appropriate quantities from a situation (a graphing story), choose and interpret the 

scale and the origin for the graph, and graph the piecewise linear function described in the video.  They 

understand the relationship between physical measurements and their representation on a graph. 

SECTION 1 Exploratory Challenge (20 MINUTES) 
  
Show the first 1:08 minutes of the video below, telling the class that the goal is simply to describe in 

words the motion of the man.  (Note:  Be sure to stop the video at 1:08 because after that the answers to 

the graphing questions are given.) 

Elevation vs. Time #2 [http://www.mrmeyer.com/graphingstories1/graphingstories2.mov.  This is the 

second video under “Download Options” at the site http://blog.mrmeyer.com/?p=213 called “Elevation 

vs. Time #2.”] 

After viewing the video, have students share out loud their ideas on describing the motion.  Some might 

speak in terms of speed, distance traveled over time, or change of elevation.  All approaches are valid.  

Help students begin to shape their ideas with precise language. 

Direct the class to focus on the change of elevation of the man over time and begin to put into words 

specific details linking elevation with time. 

·        How high do you think he was at the top of the stairs?  How did you estimate that elevation? 

·        Were there intervals of time when his elevation wasn’t changing?  Was he still moving? 

·        Did his elevation ever increase?  When? 

Help students discern statements relevant to the chosen variable of elevation. 

If students do not naturally do so, suggest representing this information on a graph.  As per the discussion 

that follows, display a set of axes on the board with vertical axis labeled in units relevant to the elevation. 

Ask these types of questions: 

·        How should we label the vertical axis?  What unit of measurement should we choose (feet or 

meters)? 

http://www.mrmeyer.com/graphingstories1/graphingstories2.mov
http://blog.mrmeyer.com/?p=213
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·        How should we label the horizontal axis?  What unit of measurement should we choose? 

·        Should we measure the man’s elevation to his feet or to his head on the graph? 

·        The man starts at the top of the stairs.  Where would that be located on the graph? 

·        Show me with your hand what the general shape of the graph should look like. 

Give time for students to draw the graph of the story (alone or in pairs).  Lead a discussion through the 

issues of formalizing the diagram:  The labels and units of the axes, a title for the graph, the meaning of a 

point plotted on the graph, a method for finding points to plot on the graph, and so on. 

Note:  The graph shown at the end of the video is incorrect!  The man starts at 30 ft.  above the ground, 

which is clearly false.  Possibly ask students, “Can you find the error made in the video?”  
  
SECTION 2 Example (15 MINUTES) 
WATCH: Interpreting an Elevation Versus Time Graph (G9-M1-L1) 
  
Present the following graph and question. 

 
Have students discuss this question in pairs or in small groups.  It will take some imagination to create a 

context that matches the shape of the graph, and there will likely be debate.    

Additional questions to ask: 

·        What is happening in the story when the graph is increasing, decreasing, constant over time? 
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o  Answers will vary depending on the story:  a person is walking up a hill, etc. 

·        What does it mean for one part of the graph to be steeper than another? 

o  The person is climbing or descending faster than in the other part. 

·        How does the slope of each line segment relate to the context of the person’s elevation? 

o  The slope gives the average change in elevation per minute. 

·        Is it reasonable that a person moving up and down a vertical ladder could have produced this 

elevation versus time graph? 

o  It is unlikely because the speed is too slow:  2.5ft min .  If the same graph had units in seconds 

then it would be reasonable. 
·        Is it possible for someone walking on a hill to produce this elevation-versus-time graph and return 

to her starting point at the 10 min.  mark?  If it is, describe what the hell might look like. 
o  Yes, the hill could have a long path with a gentle slope that would zigzag back up to the top and 

then a shorter, slightly steeper path back down to the beginning position. 

·        What was the average rate of change of the person’s elevation between time0 min.  and time 4 min. 

? 
o  104 ft min , or 2.5   ft min . 

These types of questions help students understand that the graph represents only elevation, not speed or 

horizontal distance from the starting point.  This is an important observation.  

SECTION 3 Closing (5 MINUTES) 
Ask the following: 

·        How would you describe the graph of Example 1 to a friend? 

·        What type of equation(s) would be required to create this graph? 

Introduce the following definition to students and discuss briefly.  (We will return to this definition later 

in the year.) 

 
Point out that all graphs we studied today are graphs of piecewise linear functions.  Remind students (see 

Standard 8.F.A.3) that the graphs of linear functions are straight lines, and show how each segment in one 

of the graphs studied today is part of a straight line as in: 
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Also show students the intervals on which each linear function is defined.  One may wish to 

point out there might be ambiguity as to whether or not the endpoints of a given interval belong 

to that interval.  For example, in the first diagram, we could argue that three linear functions are 

defined on the intervals [0,2) ,  [2,5) , and[5,∞) , or perhaps on the intervals  [0,2], (2,5) , and 

[5,∞)  instead.  (Warning: Students have not been formally introduced to interval notation.)  

There is no ambiguity in the second example.  This point about the interval endpoints is subtle 

and is not an issue to focus on in a concerted way in this particular lesson. 

  
SECTION 4 Exit Ticket (5 MINUTES) 
  
The graph in the Exploratory Challenge is made by combining pieces of nine linear functions (it is a 

piecewise linear function).  Each linear function is defined over an interval of time, represented on the 

horizontal axis.  List those nine time intervals.  
 

 

 

 

Eureka Math Lesson 

Grade 10 

Construct a Perpendicular Bisector 

Student Outcome 

 Students construct a perpendicular bisector and discover the relationship between symmetry with 

respect to a line and a perpendicular bisector. 
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SECTION 1 Opening Exercise (5 MINUTES) 
 

 

SECTION 2 Mathematical Modeling Exercise (37 MINUTES) 
In addition to the discussion, have students participate in a kinesthetic activity that illustrates the 

idea of an angle bisector.  Ask students to get out of their seats and position themselves at equal 

distances from two adjacent classroom walls.  The students form the bisector of the (likely right) 

angle formed at the meeting of the adjacent walls. 
 
WATCH:  the Perpendicular Bisector Constructed Correctly? (G10-M1-L4) 



 
 

Snow Pond Arts Academy Charter School Application / 49  
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SECTION 3 Closing (5 MINUTES) 
How can the perpendicular bisector of a segment be justified as the line of reflection for that 

segment? 
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 The perpendicular bisector of a segment is symmetric with respect to the endpoints of the 

segment; the perpendicular bisector passes through the midpoint of the segment and forms 

right angles with the segment.  Any point on the perpendicular bisector is equidistant to the 

endpoints of the segment. 

SECTION 4 Exit Ticket (5 MINUTES) 
Divide the following segment AB into four segments of equal length. 
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Music Lesson Plans  
 
 
LESSON PLAN EXAMPLE: Grade 9-10, Music Theory – Beginner 
 

ME Learning Results (Benchmarks/Indicators) or National Standards of Music 
addressed 

N.S. 5. Reading and notating music. 

  

9.1.12.B: Recognize, know, use and demonstrate a variety of appropriate arts elements 

and principles to produce, review and revise original works in the arts. 

Instructional Objectives: 

Students will demonstrate knowledge of the treble clef, note names and positions on 

the staff. 

Materials: 

Directions and papers, cheat sheets, writing utensils, whiteboard, markers, staff paper 

Opening/Introduction Activity 

Create a “cheat sheet” for the day containing a treble clef, the names of the 

lines/spaces, and an acronym other than FACE and Every Good Boy Does Fine. 

Learning Opportunities/Procedure: 

Separate class into groups of five or six. 

 

Groups will, at their own pace, move through the directions: 

1.   Draw five treble clefs. 

2.   Identify the written note. 

3.   Write the note for the written letter. 

4.   Write the letters of the given notes to read the story. 

  

Students with prior experience in note reading will be able to help those who may have 

troubles. 

Closing Activity 

Have a group read the story out loud to check answers. 
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Specific Differentiation Strategies: 

Give students buddies who have had experience in note reading. 

Allow students to work at their own pace. 

Allow student to tell an aide the answers to the activities. 

Assessment: 

Students will demonstrate knowledge of the treble clef, note names and positions on 

the staff (written). 

Reflection: 
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LESSON PLAN EXAMPLE: Grade 9-10, Music Theory – Intermediate 
 

ME Learning Results (Benchmarks/Indicators) or National Standards of 
Music addressed 

N.S. 5. Reading and notating music. 

  

9.1.12.B: Recognize, know, use and demonstrate a variety of appropriate arts 

elements and principles to produce, review and revise original works in the 

arts. 

Instructional Objectives: 

Students will demonstrate knowledge of to: 
A. Understand intervals in terms of musical notes including whole and half steps, 
major, minor and perfect. 
B. Build a major scale on any given whole tone 
C. Build a major triad on any given whole tone 

Materials: 

Directions and papers, cheat sheets, writing utensils, whiteboard, markers, staff 

paper 

Opening/Introduction Activity 

A. Introduction Anticipatory set- C major scale written out on the board. Ask the 
students what they think a major scale is composed of. 
B. Review previous material including sharps, flats, and harmonics. 
C. Explain what the objectives are for the day. 

Learning Opportunities/Procedure: 

A.   What are intervals? What makes up a major and minor interval? How do 
sharps and flats relate? What intervals make up a major scale? Use this pattern 
to show how to build a major scale- w=whole step – 1/2=half step – major scale 
is made of w-w-1/2-w-w-w-1/2. Starting on C, build a major scale using the 
formula. Incorporate a major triad into the lesson as well 
B.   Modeling and Demonstrating – Use the staff on the board to show the 
notes so students can count the lines and spaces between the intervals. Let 
them try on the board to build a major scale and a major triad on a note that 
you give them. 
C.    Practice / Group Work – Give each group 2 notes to build a major scale 
and major triad on. 

Closing Activity 
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Comprehension – Go over the group work in class. Ask each student to explain 

a certain part about the activity. 

  

Follow-up activities: Apply this lesson to student’s own instruments or on 

keyboards. Play the major scales, but don’t use the same one every day. A 

concert in B-flat can get boring. 

  

Specific Differentiation Strategies: 

Give students buddies who have had experience in note reading. 

Allow students to work at their own pace. 

Allow student to tell an aide the answers to the activities. 

Assessment: 

Students will demonstrate knowledge of the treble clef, note names and 

positions on the staff (written). 

Reflection: 
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LESSON PLAN EXAMPLE: Grade 9-10, Music Theory – Advanced 
 

ME Learning Results (Benchmarks/Indicators) or National Standards of 
Music addressed 

N.S. 5. Reading and notating music. 

  

9.1.12.B: Recognize, know, use and demonstrate a variety of appropriate arts 

elements and principles to produce, review and revise original works in the 

arts. 

Instructional Objectives: 

Students will demonstrate knowledge of to: 
Students must be able to write four-part harmony according to tonal harmony 

conventions as covered on the National AP Music Theory Exam. 

Materials: 

Directions and papers, cheat sheets, writing utensils, whiteboard, markers, staff 

paper 

Opening/Introduction Activity 

 Writing four-part harmony for chords with their roots a perfect fourth apart can be 
made very simple by choosing one of three methods and simply “plugging the notes 
into it”. 
Step-By-Step Procedures: 

- Start with two notes that are a perfect fourth apart: C and F. 
- Ask the students to spell the two chords: CEG and FAC. 
- Ask them what note is common to both chords: C. 
- Circle that note in both chord spellings. 
       On the board, realize the C chord by filling in the upper three voices with CEG 

(making sure to follow proper tonal harmony conventions, i.e., not having more 

than an octave between adjacent voices and making sure to double the root, and use 

all members of the chord). 

Learning Opportunities/Procedure: 

A. Circle the note in the first chord that is common to both chords. For example, if the 
alto voice has a C, circle the C in the alto voice. Have the students copy the same note in 
the same voice for the second chord. Point out that they have just “kept the common 
tone” between the two chords. 
  
B. Next, have them analyze the bass notes. Does the C in the first chord go up a fourth 
to F in the second chord or does it go down a fifth to F in the second chord? In this first 
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method, the two remaining upper voices need to move by step in parallel motion in the 
same direction as the fourth in the bass or in the opposite direction as the fifth in the 
bass. The students should discover that the two remaining voices (soprano and tenor) 
should move up by step. 
  
C. Have them check the finished product: do both chords have all members present? Is 
the root doubled? Are there any parallel 5ths or 8ves? Is there a spacing error (more 
than an octave between adjacent voices except the bass)? They should find that the 
second chord is perfectly written. Play the two chords for them on the piano. 

  
Follow-up with additional methodological options . 

Closing Activity 
Comprehension – Give students bass notes a fourth or fifth apart and have 

them write the upper three voices using all three methods for each bass line. 

Working in small groups of 2 or 3 may be very helpful in practicing this new 

tool. Examples of bass lines: F-C; C-G; G-D; D-A; A-E; E-B (and the inversion of 

each). 

  

Follow-up activities: Given a bass line, have students write the upper three 

voices using each of the three methods and identifying the method used. 

  

Specific Differentiation Strategies: 

Give students buddies who have had experience in note reading. 

Allow students to work at their own pace. 

Allow student to tell an aide the answers to the activities. 

Assessment: 

Students will demonstrate knowledge of writing four-part harmony with their 

roots a Perfect 4th apart. 

Reflection: 
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● Co-curricular and Extracurricular Programs 

 
SPAA recognizes the value of co-curricular and extracurricular activities as an integral part of 
the educational program.  A number of programs will be available on campus for those 
students who choose to participate.  For programs not offered on campus, students may 
participate at their hometown high school.  Maine law sets standards for public charter school 
student access to non-charter public school extracurricular and interscholastic activities.   
 
“Extracurricular and interscholastic activities,” for the purpose of this policy, are school-
sponsored activities for which participants are selected by staff supervising the activities, 
including those teams, both athletic and academic, that participate in interscholastic 
competition. Students enrolled at SPAA are eligible to try out for extracurricular and 
interscholastic activities sponsored by the public school districts providing the 
policies/requirements set forth by the school district are met/satisfied.  
 
Athletics will not be offered at Snow Pond Arts Academy at this time as SPAA will focus on the 
above learning goals rather than channeling resources into on campus sports teams.  As noted 
above and provided by Maine state statute, students will have the opportunity to participate in 
athletics at their sending school district. 
 
Music and other Art participation and performances will not be considered extracurricular at 
SPAA and will, therefore, be offered to all students at SPAA.  
 
 

● Professional Development 
 

The Response to Intervention Model (RTI) provides a system that provides constant data on 
individual students and on the effectiveness of the curriculum.  Along with the standards-based 
system, this will provide current and relevant information that will be directly applicable to the 
professional learning needs of teachers and administrators.   
 
Since SPAA intends to employ a diverse faculty, there will be professional development needed 
to educate faculty on the needs of adolescent learners and on the pedagogical and 
philosophical approaches used at SPAA. Any faculty members who are not certified will be 
required to take a course in Exceptionalities.  More detail on the professional development plan 
is provided in Section B.3/ Staffing and Human Resources.  
 
SPAA’s use of a blended learning model for some courses warrants continual professional 
development. Bi-monthly staff meetings will have a professional development component. Four 
days a week there will be a forty minute period devoted to professional learning for all full time 
teaching staff and administrators.  Staff, as a group, will share best practices, evaluate data, and 
collaborate in instructional planning. During this designated time staff will review current data 
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and in response to the data collected throughout the year and will schedule internal staff or 
outside presenters to facilitate professional development workshops on topics as needed (i.e. 
student engagement, math and literacy interventions, etc.).  Interim student assessments will 
be particularly important to the design of the professional development plan and staff training. 
While the ongoing professional development plan will be loosely set at the start of the year, 
SPAA intends to be responsive to teacher feedback and student data and to use this 
information to structure the embedded professional development time. In addition, there are 
eleven, eight-hour professional development days scheduled throughout the year to specifically 
focus on data-driven instruction and provide staff collaboration opportunities in response to 
the data. As we gather data on student performance, if we identify areas where large numbers 
of students are struggling, we will adjust our development schedule and topics to focus on 
strategies to address the issues and needs.  

 
 

● High School Graduation Requirements 
 

SPAA will meet all graduation requirements outlined in MRS Title 20-A 4722 High School 
Diploma Standards, 4723 Health and Physical Education, 4724 Computer Instruction. 

  
SPAA students will meet or exceed all High School Diploma Standards set out in MRS Title 20-A 
4721 - 4726.  The attached four year sequence table outlines the curriculum requirements.  This 
Table is also available in Appendix I.   

  

Subject Grade 9 Grade 10 Grade 11 Grade 12 Requirements 

Math Algebra I or 
Geometry 
55 min. 4 
days a wk. 
50 optional 
minutes 1 
day/wk 

Geometry or 
Algebra II 
55 min. 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
 

Algebra II or 
Pre-Calculus 
55 min. 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
 

Pre-Calculus or 
Calculus/ 
Trigonometry 
55 min. 4 days a 
wk. 
50 optional 
minutes 1 day/wk 
 

4 Years 

Science/ 
Engineering/ 
Technology 

Biology 
55 min. 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
Engineering/ 
Technology -
integrated 

Environment
al Science 
55 min. 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
Engineering/ 
Technology -

Chemistry 
55 min. 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
Engineering/ 
Technology -
integrated 

Physics 
55 min. 4 days a 
wk. 
50 optional 
minutes 1 day/wk 
Engineering/ 
Technology -
integrated 
 

4 Years 
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integrated  
 
 

English/ 
Social 
Studies 

English I 
(Literature, 
writing) 
integrated 
with History 
(Ancients: 
5000 B.C.- 
A.D. 400) 
110 min 4 
days a wk. 
50 optional 
minutes 1 
day/wk 

English II 
(Literature, 
writing) 
integrated 
with History 
(Medieval – 
Early 
Renaissance) 
110 min 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
 

English III 
(Literature, 
writing) 
integrated 
with History 
(Late 
Renaissance 
– Early 
Modern) 
110 min 4 
days a wk. 
50 optional 
minutes 1 
day/wk 
 

English IV 
(Literature, 
writing) 
integrated with 
History (Modern) 
110 min 4 days a 
wk. 
50 optional 
minutes 1 day/wk 
 

4 Years 

Arts Arts Major 
plus elective 
Minimum 2 
hours 5 days 
a wk. 

Arts Major 
plus electives 
Minimum 2 
hours 5 days 
a wk. 

Arts Major 
plus electives 
Minimum 2 
hours 5 days 
a wk. 

Arts Major plus 
electives 
Minimum 2 hours 
5 days a wk. 

4 years 

Health/P.E. Personalized 
Plan 
including 
individual 
and/or team 
sports, 
health and 
wellness 
activities and 
Health 
Education 
Module 
2.5 
hours/week 

Personalized 
Plan 
including 
individual 
and/or team 
sports, 
health and 
wellness 
activities and 
Health 
Education 
Module 
2.5 
hours/week 

Personalized 
Plan 
including 
individual 
and/or team 
sports, 
health and 
wellness 
activities and 
Health 
Education 
Module 
2.5 
hours/week 

Personalized Plan 
including 
individual and/or 
team sports, 
health and 
wellness activities 
and Health 
Education 
Module 
2.5 hours/week 

4 Years 

World 
Languages 

Choose from: 
Latin 

Choose from: 
Latin 

Choose from: 
Latin 

Choose from: 
Latin 

A minimum 
of two 
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Spanish 
French 
German 
Chinese 
Japanese 
40 min. 4 
days a wk. 

Spanish 
French 
German 
Chinese 
Japanese 
40 min. 4 
days a wk. 

Spanish 
French 
German 
Chinese 
Japanese 
40 min.4 
days a wk. 

Spanish 
French 
German 
Chinese 
Japanese 
40 min. 4 days a 
wk. 

years of 
one 
language 

 
 

As SPAA offers a standards-based education, students will receive a report card that designates 
standards attainment in Maine’s Learning Results with a conversion scale to traditional grades.  
Marzano, Yanoski, Hoegh, & Simms’ Using Common Core Standards to Enhance Classroom 
Instruction and Assessment will provide rubrics to measure both the academic standards  for 
math and ELA and Maine’s Guiding Principles (See Appendix E). (Marzano et al., 2013).  Along 
with this resource, performance tasks are provided to guide in the assessment of each 
standard.   Using this model, rubrics and performance tasks will be developed for other subject 
areas within two years of the opening of SPAA. 

 
SPAA’s students will all be expected to meet the standards for college/post-secondary 
readiness.  By providing a curriculum that meets the standards in all core academic areas and 
far exceeds the standards in the performing arts, our students will face the future exceedingly 
well-prepared for any career. 

  
SPAA has built in a 30 minute period daily for additional support or enrichment.  Students will 
have additional time for electives and support during the flexible Friday schedule which will be 
comprised of a 6 hour day including time for remediation, project-based learning, enrichment, 
recreational activities, and extended arts instruction.  Students who do not require additional 
support for academics may choose from a wide variety of electives provided through virtual 
learning.   

 
Additional Goals related to Graduation: 
Attendance:  
 95% of our students with five or fewer days of unexcused absences.  
 
Enrollment:  
Year One: 25% comprised of Grades 9 and 10 
Year Two: 50% comprised of Grades 9 - 11 
 
Year Three: 80%  comprised of Grades 9 - 12 
 
Year Four: 90%  
 



 
 

Snow Pond Arts Academy Charter School Application / 62  

Year Five: 90%  
 
High school, postsecondary readiness:  
 
Years one to two: As we will be building from grades 9 and 10 and adding a grade each 
year, our first graduating class will be in Year three.  
 
Years Three and Beyond:  

● 90% of our senior class will graduate on time;  
● 10% will graduate within the next 12 months.  
● Of those who graduate 80% will have taken at least one college level course. 
● 100% will have a post graduation plan that will address:  

○ career goals,  
○ work and housing plans, and  
○ social support networks.  

 
Parent and community engagement.  
 
Year One:  

● 90% of students will have at least one parent or guardian participating in at least 
one of the two student led conferences in the year.  

● The school will engage community members either as presenters, partners, or 
audience at least 20 times throughout the school year.  

● On average 90% of student parents and or guardians will attend or take part in 
after-school events. 
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The Snow Pond Arts Academy is committed to helping special student populations meet their 
potential in the least restrictive learning environment by meeting or exceeding the Maine 
Unified Special Education Regulations (MUSER) and Code of Federal Regulation (CFR). SPAA will 
hold all students to the same high standards for success. We view students with disabilities as 
neurodiverse individuals who contribute to our school community with unique perspectives, 
skills, and talents.  SPAA rejects a deficit-based perspective and designs its curriculum, 
academic, and arts approach in a fully inclusive manner.  Using this highly individualized 
approach, neurodiverse students will have access to a learning environment that both meets 
their needs and values their contribution. 
 
Snow Pond Arts Academy faculty and staff will have demonstrated success in working with 
neurodiverse students.  Any faculty or staff member who has not completed a course in 
Educating Exceptional Students will be required to do so. SPAA will identity, hiring and/or 
contracting with the appropriate staff as needed to meet challenges of an ever-changing 
student body. For example, if a student(s) with limited English proficiency enrolls at SPAA, we 
will review pertinent records, consult with previous school and family and complete an 
assessment to identify needs. The Personal Learning Plan for this student will include strategies 
and services to assist the student to increase English proficiency. We will consult with outside 
professionals as needed to assure the best quality program to meet the student’s needs. 
 
 

● SPAA Plan for Educating Neurodiverse Students 
 
The philosophy of SPAA is based upon principles that welcome and support neurodiversity: 

‒ that all students can learn; 
‒ that, therefore, they all deserve the same quality of schooling, not just the same 

quantity; 
‒ that the quality of schooling to which they are entitled is what the wisest parents would 

wish for their own children, the best education for the best being the best education for 
all; 

‒ that the primary cause of genuine learning is the activity of the learner’s own mind, 
sometimes with the help of a teacher functioning as a secondary and cooperative cause; 

‒ that the three types of teaching that should occur in our schools are didactic teaching of 
subject matter, coaching that produces the skills of learning, and Socratic questioning in 
seminar discussion; 

‒ that the results of these three types of teaching should be (a) the acquisition of 
organized knowledge, (b) the formation of habits of skill in the use of language and 
mathematics, and (c) the growth of the mind’s understanding of basic ideas and issues; 

‒ that each student’s achievement of these results would be evaluated in terms of that 
student’s competencies, and not solely related to the achievements of other students; 

  http://www.paideia.org/about-paideia/philosophy/ 

http://www.paideia.org/about-paideia/philosophy/
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Modifications /accommodations to address each student’s learning needs will be implemented 
through the IEP process led by the Head of School and/or designated Special Education 
Coordinator. These students will have the curriculum adapted or modified in areas identified by 
through the IEP process.  Specialized programs for neurodiverse individuals, such as an Orton-
Gillingham based reading program ( eg. the Wilson reading Program or SPIRE) will be employed 
if specified.  Finally, our Response to Intervention System will provide the structure to monitor 
and address the needs of all students. 
 

 
 
Students with limited English proficiency: 
Students with limited English proficiency will receive baseline screening/assessment to 
determine needs and inform instruction. Snow Pond Arts Academy will also reach out to 
certified ELL teachers/consultants such as Ms. Nancy Kelly of Augusta to assist in the 
identification and evaluation of ELL student needs. 
 
Students persistently displaying low levels of achievement: 
Universal screening for academic needs and interests will be employed for all students 
to inform individual planning. Each student’s file will be reviewed to determine if the 
need for special education services have been ruled out. If warranted, a referral will be 
made and the IEP process implemented. 
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Students in or facing poverty: 
SPAA will make every effort to reduce the barriers and the effects of adverse childhood 
experiences that poverty creates in students’ lives.  An assessment of student needs will 
be conducted to insure basic clothing, food, and school-related economic considerations 
are addressed. We will work with family members to secure necessary social services. 
 
Snow Pond has built a partnership with the Instrument Exchange Foundation of 
Yarmouth, Maine.  The Instrument Exchange provides the free use of gently used or 
newly renovated musical instruments for eligible students. 
 
At-Risk Students 

● Homeless students: 
Upon application, students will be screened to determine living arrangements. In 
addition, faculty and staff will be trained to recognize common signs of 
homelessness such as poor health/nutrition/hygiene, attendance problems, poor 
preparedness for class, or other social and behavioral clues.  Admissions will 
work with the student to identify social services in the area that are available. 
The eventual SPAA residential option may be particularly attractive to homeless 
students. For day students, transportation and other resources could be 
provided through the McKinney Vento Homeless Education Assistance Act. 

 
● Students dealing with substance abuse (either personally or in the family): 

Training to recognize signs of substance abuse will be provided to all new faculty 
and staff members.  Students who are dealing with substance abuse problems 
would be referred to Day One Crisis and Counseling which will provide support 
to the Snow Pond Arts Academy for "substance abuse/mental health counseling/ 
consultation on mental health issues" for the school year beginning on 
September 1, 2016.  Snow Pond Arts Academy will work collaboratively with Day 
One to provide those services utilizing "Maine Care" and family insurance.  
Anything not covered by those two funding sources will be covered by Snow 
Pond Arts Academy. 

 
● Students who are or become pregnant: 

SPAA commits to a non-discriminatory approach to pregnant and parenting 
teens and would encourage girls who are pregnant to remain in school.  SPAA 
staff would refer pregnant and parenting teens and their partners to counseling 
and support services in their home communities to assist them in determining 
needs and to access needed services, particularly medical resources. We would 
work closely with these counseling service providers to either provide services 
directly to pregnant and parenting teens, or to collaborate on the provision of 
services to these teens. 
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● Students with mental health concerns: 

SPAA staff would refer students with mental health concerns to Day One Crisis 
and Counseling Services or to counseling services in their home communities. 
We would work closely with these counseling service providers to either provide 
services directly to students with mental health concerns, or to collaborate on 
the provision of services to these teens. 

 
● Students who are gay, lesbian, bisexual, or transgendered: 

SPAA provides a welcoming and safe environment for LGBT students.  SPAA will 
include sexual orientation in all anti-harassment, bullying, and anti-
discrimination policies. Orientation for new faculty and staff will address sexual 
orientation issues.   

 
● Students with behavioral issues:  

Students’ Personal Learning Plans will address behavioral issues as needed.  
SPAA will employ Ross Greene's Collaborative and Proactive Solutions approach 
based on the steps of expressing empathy, identifying concerns, and 
brainstorming solutions.  This approach maximizes student voice and autonomy 
and builds self-reliance and resiliency (See Appendix J). 

 
● Students with Special Gifts and Talents 

SPAA will provide for the educational needs of all students with special gifts and 
talents but is particularly well-positioned to provide educational services to 
those students who have special gifts and talents in music and the performing 
arts.  Our exceptional and intensive arts curriculum will provide opportunities for 
extension, acceleration, and enrichment in music and performing arts.  SPAA 
recognizes the need to provide for students with special gift and talents in other 
areas as well and will adopt the model depicted below that extends the RTI 
model specifically for students with special gifts and talents. 
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Students with Identified Special Needs 
 
SPAA will comply with the special education regulations regarding child find by screening and 
or/making sure the child has been screened for any disability during the first 30 days of the 
school year or during the first 30 days of enrollment for transfer children. For those identified, 
the Head of School and/or Special Education Coordinator along with the special education 
teachers of SPAA would implement a plan in accordance with the Individuals with Disabilities 
Education Act (IDEA). 

 
In the case of all students described above, we firmly believe the individualized SPAA 
educational model, coupled with a heavy emphasis on student/advisory relationships result in 
trust-building that is especially critical when situations such as those described above do arise.  
 
Identification, Plan Development and Monitoring Progress 
For students who enroll at SPAA with an active IEP, the school will follow procedures outlined in 
state special education regulations regarding transfer students. The student’s IEP team will be 
involved in the transfer in an IEP meeting so that all pertinent history will be considered and 
necessary accommodations planned. SPAA will be hiring either a Head of School who  meets 
the eligibility requirements as an Administrator of Special Education or a Special Education 
Coordinator. As the leader of the IEP team, this individual will ensure all special education 
services as outlined on the student’s IEP will be provided by certified special education 
teachers. 
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For students not enrolled with an IEP but later identified by a SPAA teacher as possibly in need 
of special education interventions, our process for identification and provision of services will 
include a referral to the IEP team, determination of the need for assessment through the team 
process and referral to appropriate providers for assessment. This may include a licensed 
psychologist, licensed speech and occupational therapy providers and other specialists as 
determined by the team. A certified special education teacher will assist in the process as 
needed. Once complete, and within mandated timelines, the team will reconvene-to hear 
results of assessment and determine the need for special education services and to develop an 
IEP, if appropriate. Throughout this process, SPAA will ensure compliance with all state and 
federal regulations relating to the education of students with disabilities. 
 
Parents of all students with special needs will be afforded all procedural safeguards and will be 
an integral component of special education processes. 

 
SPAA will offer students with disabilities a continuum of services so they receive their education 
in the least restrictive environment and in a manner that fully complies with their IEPs, 
promotes inclusion and engagement in school activities, and fosters involvement with the 
entire school community. Students with disabilities will be educated with students who are not 
identified as special education students, consistent with SPAA’s full inclusion philosophy. A 
model of the continuum of services at SPAA is depicted below. 
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Services will be provided separately from the general education environment only when the 
nature or severity of the child's disability is such that education in general education classes 
with the use of supplementary aids and services cannot be achieved satisfactorily and when 
such separate services have been determined necessary through the IEP process. 
 
SPAA’s budget plan to meet these needs 
The school has budgeted for Special Education staff and resources sufficient to address the 
“planned” enrollment projections. In the event that the actual enrollment of special needs 
students exceeds the projected enrollment, staffing levels will be increased accordingly. 
 
Compliance Plan 
SPAA will be in full compliance with current statutes relating to the education of students with 
disabilities, specifically, the Individuals with Disabilities Education Act (IDEA) and Maine State 
Special Education Regulations. In order to meet these obligations, we will consult with a 
Certified Special Education Director if a qualified individual is not on staff. 
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The Head of School and/or Special Education Coordinator, along with a hired certified special 
education teacher, will work with and support the teachers of SPAA, providing training and 
conference opportunities to keep up to date in changes in current laws, rules and regulations. 
The SPAA Head of School and/or Special Education Coordinator will meet with al special 
education teachers monthly (at a minimum) to review compliance with all relevant laws, rules 
and regulations. 
 
The school's plan for compliance will include, but not be limited to: parent, teacher and 
administrator participation, IEP development, evaluation, re-evaluation, accommodations, 
positive behavior planning, procedural safeguards, and certified special education teacher 
involvement in serving students with disabilities. If an individual eligible to be certified as a 
Special Education Director is not on staff, ongoing consultation with a certified special 
education director will be integral to program planning. The plan will provide a free and 
appropriate public education (FAPE) to students with disabilities. 
 
In addition, SPAA has a non-discrimination policy that no person shall be subjected to 
discrimination in its educational programs, services or activities based on race, national origin, 
gender, age, sexual orientation or disability in accordance with State and federal laws. The 
Head of School will maintain responsibility for assuring compliance with this section. 
 
Staffing Plan 
Year One:  Administrator of Special Education.10 FTE: Consultant, Special Needs Teacher: 2.0 
full time equivalent, 
 
Year Two:  Administrator of Special Education: .10 full time equivalent, Special Needs Teacher: 
3 full time equivalent, 
 
Year Three:  Administrator of Special Education: .20 full time equivalent, Special Needs Teacher: 
4 full time equivalent. 
 
Year Four: 
Administrator of Special Education: .5 full time equivalent, Special Needs Teacher: 4 full time 
equivalent. 
 
Year Five:  Administrator of Special Education: .5 full time equivalent, Special Needs Teacher: 4 
full time equivalent. 

 
 
  

Comment [1]: Once the application is 
complete, we need to make sure this is 
consistent throughout. 
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● Tab 2.  Special Education Procedural Safeguards 
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Snow Pond Center for the Arts 

PROCEDURAL SAFEGUARDS 

 
 

 Appendix 1 (Tab 2) 
Notice of Procedural Safeguards 

In the Individuals with Disabilities Improvement Act of 2004 (the reauthorization of the IDEA, 2004), the Congress required 
the U.S. Department of Education to publish and widely disseminate ‘model forms’, that are “consistent with the requirements of 
[Part B of the IDEA]” and “sufficient to meet the requirements.” This notice of procedural safeguards has been provided to the 
states. 

NOTE: Italicized text signifies State requirements. Non-italicized Time Roman text signifies federal 
statutory or regulatory requirements. 

Opportunity to examine records; parent participation in meetings. 34 CFR § 300.501 
(a) Opportunity to examine records. The parents of a child with a disability must be afforded, in accordance with 
the procedures of §§ 300.613 through 300.621, an opportunity to inspect and review all education records 
with respect to— 
(1) The identification, evaluation, and educational placement of the child; and 
(2) The provision of FAPE to the child. 
(b) Parent participation in meetings. 
(1) The parents of a child with a disability must be afforded an opportunity to participate in meetings with 
respect to— 
(i) The identification, evaluation, and educational placement of the child; and 
(ii) The provision of FAPE to the child. 
(2) Each public agency must provide notice consistent with § 300.322(a)(1) and (b)(1) to ensure that parents 
of children with disabilities have the opportunity to participate in meetings described in paragraph (b)(1) of 
this section. 
(3) A meeting does not include informal or unscheduled conversations involving public agency personnel and 
conversations on issues such as teaching methodology, lesson plans, or coordination of service provision. A 
meeting also does not include preparatory activities that public agency personnel engage in to develop a 
proposal or response to a parent proposal that will be discussed at a later meeting. 
(c) Parent involvement in placement decisions. 
(1) Each public agency must ensure that a parent of each child with a disability is a member of any group that 
makes decisions on the educational placement of the parent’s child. 
(2) In implementing the requirements of paragraph (c)(1) of this section, the public agency must use 
procedures consistent with the procedures described in § 300.322(a) through (b)(1). 
(3) If neither parent can participate in a meeting in which a decision is to be made relating to the educational 
placement of their child, the public agency must use other methods to ensure their participation, including 
individual or conference telephone calls, or video conferencing. 
(4) A placement decision may be made by a group without the involvement of a parent, if the public agency is 
unable to obtain the parent’s participation in the decision. In this case, the public agency must have a record 
of its attempt to ensure their involvement. 
 
 
 
 
Communication of Procedural Safeguards 
34 CFR §300.504 
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(a) A copy of the procedural safeguards available to the parents of a child with a disability or an adult student 
with a disability must be given to the parents or the adult student only one time a school year, except that a copy 
also must be given to the parents – 
(1) Upon initial referral or parent request for evaluation; 
(2) Upon receipt of the first State complaint and upon receipt of the first due process hearing request; 
(3) In accordance with discipline procedures (see Procedures When Disciplining a Child with Disabilities, 
below); and 
(4) Upon request by a parent or adult student. 
(b) Internet Web site. The School Administrative Unit (SAU) may place a current copy of the procedural 
safeguards notice on its Internet Web site if a web site exists. 
Sources the parent may contact for assistance in understanding the parent’s rights include the Due Process Office of the Maine 
Department of Education (207-624-6650), Maine Parent Federation (1-800-870-7746), the Disability Rights Center (1-
800-452-1948) and Southern Maine Parent Awareness (1-800-564-9696), and KIDS LEGAL (1-866-624-7787). 
A parent may file a dispute resolution request with the Maine Department of Education if the parent believes 
the school administrative unit (SAU) has violated a requirement under the Maine Special Education 
Regulations. (See Dispute Resolution Section below.) 
Parental Participation 
As the parent of a child who has or may have a disability, you are entitled to participate in meetings regarding your child’s 
eligibility determination, initial evaluation or reevaluation, educational placement or the provision of early intervention services for 
your child age birth through 2 years or the provision of a free appropriate public education for your child age 3 through 20 years. 
If you are an adult student, you have the right to participate in meetings regarding your eligibility determination, initial evaluation 
or reevaluation, educational placement or the provision of a free appropriate public education. 
WRITTEN NOTICE 
34 CFR §300.503 
Notice 
Your school administrative unit (SAU) must give you written notice (provide you certain information in 
writing), at least 7 days prior to the date the school administrative unit: 
1. Proposes to initiate or to change the identification, evaluation, or educational placement of your child, or 
the provision of early intervention services for your child age birth to 2 years, or a free appropriate public education 
(FAPE) to your child age 3 through 20 years; or 
2. Refuses to initiate or to change the identification, evaluation, or educational placement of your child or the 
provision of early intervention services for your child age birth through 2 years, or a FAPE to your child age 3 through 20 
years. 
  
Content of notice 
The written notice must: 
1. Describe the action regarding the referral, evaluation, identification, programming or placement that your SAU 
proposes or refuses to take; 
2. Explain why your SAU is proposing or refusing to take the action; 
3. Describe each evaluation procedure, assessment, record, or report your SAU used in deciding to propose 
or refuse the action; 
4. Include a statement that you have protections under the procedural safeguards provisions in Part B of the 
IDEA; 
5. Tell you how you can obtain a description of the procedural safeguards if the action that your SAU is 
proposing or refusing is not an initial referral for evaluation; 
6. Include resources for you to contact for help in understanding your rights under Part B of the IDEA, such as 
and the Due Process Office of the Maine Department of Education (207-624-6644), the Maine Parent Federation (1-800-
870-7746), and Southern Maine Parent Awareness (1-800-564-9696) 
7. Describe any other choices that your child's individualized education program (IEP) Team, which includes the 
parent, considered and the reasons why those choices were rejected; 
8. Provide a description of other reasons why your SAU proposed or refused the action. 



 
 

Snow Pond Arts Academy Charter School Application / 74  

9. Include a summary of comments made by the parents, including the parents’ description of their child’s 
progress; and 
10. Names and titles of each member. 
 
 
Notice in understandable language 
The notice must be: 
1. Written in language understandable to the general public; and 
2. Provided in your native language or other mode of communication you use, unless it is clearly not feasible 
to do so. 
  
If your native language or other mode of communication is not a written language, your SAU must ensure 
that: 
1. The notice is translated for you orally by other means in your native language or other mode of 
communication; 
2. You understand the content of the notice; and 
  
3. There is written evidence that 1 and 2 have been met. 
Native Language 
34 CFR §300.29 
Native language, when used with an individual who has limited English proficiency, means the following, 
including the translation of the procedural safeguards: 
1. The language normally used by that person, or, in the case of a child, the language normally used by the 
child's parents; 
2. In all direct contact with a child (including evaluation of the child), the language normally used by the child 
in the home or learning environment. 
  
For a person with deafness or blindness, or for a person with no written language, the mode of 
communication is what the person normally uses (such as sign language, Braille, or oral communication). 
Electronic Mail 
34 CFR §300.505 
If your SAU offers parents the choice of receiving documents by e-mail, you may choose to receive the 
following by e-mail: 
1. Prior written notice; 
2. Procedural safeguards notice; and 
3. Notices related to a due process hearing request. 
  
Parental Consent - Definition 
34 CFR §300.9 
Consent 
Consent means: 
1. You have been fully informed in your native language or other mode of communication (such as sign 
language, Braille, or oral communication) of all information about the action for which you are giving 
consent. 
2. You understand and agree in writing to that action, and the consent describes that action and lists the 
records (if any) that will be released and to whom; and 
3. You understand that the consent is voluntary on your part and you may withdraw your consent at anytime. 
  
Your withdrawal of consent does not negate (undo) an action that has occurred after you gave your consent 
and before you withdrew it. 



 
 

Snow Pond Arts Academy Charter School Application / 75  

If the parent revokes consent in writing for their child's receipt of special education services after the child is 
initially provided special education and related services, the public agency is not required to amend the child's 
education records to remove any references to the child's receipt of special education and related services 
because of the revocation of consent. 
Parental Consent 
34 CFR §300.300 
Consent for initial evaluation 
Your SAU cannot conduct an initial evaluation of your child to determine whether your child is eligible under 
Part B of the IDEA to receive special education and related services without first providing you with prior 
written notice of the proposed action and without obtaining your written consent as described under the 
heading Parental Consent. 
Your SAU must make reasonable efforts to obtain your informed consent for an initial evaluation to decide 
whether your child is a child with a disability. 
Your consent for initial evaluation does not mean that you have also given your consent for the SAU to start 
providing special education and related services to your child. If your child is enrolled in public school or you 
are seeking to enroll your child in a public school and you have refused to provide consent or failed to 
respond to a request to provide consent for an initial evaluation, your SAU may, but is not required to, seek 
to conduct an initial evaluation of your child by utilizing the Act's mediation or due process hearing request, 
resolution meeting, and impartial due process hearing procedures (unless required to do so or prohibited 
from doing so under State law). Your SAU will not violate its obligations to locate, identify and evaluate your 
child if it does not pursue an evaluation of your child in these circumstances, unless State law requires it to 
pursue the evaluation. 
Generally, either parent may grant consent. In the case of divorced parents with shared parental rights and 
responsibilities either parent may grant consent. However, in the event that one parent grants consent and the 
other parent refuses, the school administrative unit is obligated to initiate the action for which consent has 
been granted. 
Special rules for initial evaluation of wards of the State 
If a child is a ward of the State and is not living with his/her parent — 
The SAU does not need consent from the parent for an initial evaluation to determine if the child is a child 
with a disability if: 
1. Despite reasonable efforts to do so, the SAU cannot find the child’s parent; 
2. The rights of the parents have been terminated in accordance with State law; or 
3. A judge has assigned the right to make educational decisions and to consent for an initial evaluation to an 
individual other than the parent. 
  
Ward of the State, as used in the IDEA, means a child who, as determined by the State where the child lives, 
is: 
1. A foster child; 
2. Considered a ward of the State under State law; or 
3. In the custody of a public child welfare agency. 
  
Parental consent for services 
Your SAU must obtain your informed written consent before providing special education and related services 
to your child for the first time. 
The SAU must make reasonable efforts to obtain your informed consent before providing special education 
and related services to your child for the first time. 
If you do not respond to a request to provide your consent for your child to receive special education and 
related services for the first time, or if you refuse to give such consent, your SAU may not use the procedural 
safeguards (i.e., mediation, State complaint, resolution meeting, or an impartial due process hearing) in order 
to obtain agreement or a ruling that the special education and related services (recommended by your child's 
IEP Team) may be provided to your child without your consent. 
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If you refuse to give your consent for your child to receive special education and related services for the first 
time, or if you do not respond to a request to provide such consent and the SAU does not provide your child 
with the special education and related services for which it sought your consent, your SAU: 
1. Is not in violation of the requirement to provide appropriate services (for a child age birth through 2 years 
)or make a free appropriate public education (FAPE) available to your child (age 3 through 20 years) for its 
failure to provide those services to your child; and 
2. Is not required to have an individualized education program (IEP) meeting or develop an IEP for your 
child for the special education and related services for which your consent was requested. 
  
Parental consent for reevaluations 
Your SAU must obtain your informed consent before it reevaluates your child, unless your SAU can 
demonstrate that: 
1. It took reasonable steps to obtain your consent for your child's reevaluation; and 
2. You did not respond. 
  
If you refuse to consent to your child's reevaluation, the SAU may, but is not required to, pursue your child's 
reevaluation by using the mediation, resolution meeting, and impartial due process hearing procedures to seek 
to override your refusal to consent to your child's reevaluation. As with initial evaluations, your SAU does not 
violate its obligations under Part B of the IDEA if it declines to pursue the reevaluation in this manner. 
Documentation of reasonable efforts to obtain parental consent 
Your school must maintain documentation of reasonable efforts to obtain parental consent for initial 
evaluations, to provide special education and related services for the first time, to reevaluation and to locate 
parents of wards of the State for initial evaluations. The documentation must include a record of the SAU’s 
attempts in these areas, such as: 
1. Detailed records of telephone calls made or attempted and the results of those calls; 
2. Copies of correspondence sent to the parents and any responses received; and 
3. Detailed records of visits made to the parent’s home or place of employment and the results of those visits. 
  
Other consent requirements 
Your consent is not required before your SAU may: 
1. Review existing data as part of your child's evaluation or a reevaluation; or 
   
2. Give your child a test or other evaluation that is given to all children unless, before that test or evaluation, 
consent is required from all parents of all children. 
  
Revisions to Parental Consent effective December 31, 2008: 
§300.300 Parental consent. 1. If the parent of a child fails to respond to a request for, or refuses to consent 
to, the initial provision of special education and related services, the public agency- 
a. May not use the procedures in subpart E of this part (including the mediation procedures under § 300.506 
or the due process procedures under §§300.507 through 300.516) in order to obtain agreement or a ruling 
that the services may be provided to the child; b. Will not be considered to be in violation of the requirement 
to make FAPE available to the child because of the failure to provide the child with the special education and 
related services for which the parent refuses to or fails to provide consent; and c. Is not required to convene 
an IEP Team meeting or develop an IEP under §§300.320 and 300.324 for the child. 
2. If, at any time subsequent to the initial provision of special education and related services, the parent of a 
child revokes consent in writing for the continued provision of special education and related services, the 
public agency- 
a. May not continue to provide special education and related services to the child, but must provide prior 
written notice in accordance with §300.503 before ceasing the provision of special education and related 
services; b. May not use the procedures in subpart E of this part (including the mediation procedures under 
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§300.506 or the due process procedures under §§300.507 through 300.516) in order to obtain agreement or a 
ruling that the services may be provided to the child; c. Will not be considered to be in violation of the 
requirement to make FAPE available to the child because of the failure to provide the child with further 
special education and related services; and d. Is not required to convene an IEP Team meeting or develop an 
IEP under §§300.320 and 300.324 for the child for further provision of special education and related services. 
Independent Educational Evaluations 
34 CFR §300.502 
General 
As described below, you have the right to request an independent educational evaluation (IEE) of your child 
at no cost to you if you disagree with the evaluation of your child that was obtained by your SAU. 
If you request an independent educational evaluation, the SAU must provide you with information about 
where you may obtain an independent educational evaluation and about the SAU’s criteria that apply to 
independent educational evaluations. 

Definitions 
Independent educational evaluation means an evaluation conducted by a qualified examiner who is not 
employed by the SAU responsible for the education of your child. 
Public expense means that the SAU either pays for the full cost of the evaluation or ensures that the 
evaluation is otherwise provided at no cost to you, consistent with the provisions of Part B of the IDEA, 
which allow each State to use whatever State, local, Federal and private sources of support are available in the 
State to meet the requirements of Part B of the Act. 
Parent right to evaluation at public expense 
You have the right to an independent educational evaluation of your child at public expense if you disagree 
with an evaluation of your child obtained by your SAU, subject to the following conditions: 
1. If you request an independent educational evaluation of your child at public expense when you disagree 
with a school evaluation of your child, your SAU must, within 30 days, either: (a) File a due process hearing 
request to request a hearing to show that its evaluation of your child is appropriate; or (b) Ensure that an 
independent educational evaluation is provided at public expense, unless the SAU demonstrates in a hearing 
that the evaluation of your child that you obtained did not meet the SAU’s criteria. 
2. If your SAU requests a hearing and the final decision is that your SAU’s evaluation of your child is 
appropriate, you still have the right to an independent educational evaluation, but not at public expense. 
3. If you request an independent educational evaluation of your child, the SAU may ask why you object to the 
evaluation of your child obtained by your SAU. However, your SAU may not require an explanation and may 
not unreasonably delay either providing the independent educational evaluation of your child at public 
expense or filing a due process hearing request to request a due process hearing to defend the SAU’s 
evaluation of your child. 
 You are entitled to only one independent educational evaluation of your child at public expense each time 
your SAU conducts an evaluation of your child with which you disagree. 
Parent-initiated evaluations 
If you obtain an independent educational evaluation of your child at public expense or you share with the 
SAU an evaluation of your child that you obtained at private expense: 
1. Your SAU must consider the results of the evaluation of your child, if it meets the SAU’s criteria for 
independent educational evaluations, in any decision made with respect to the provision of a free appropriate 
public education (FAPE) to your child; and 
2. You or your SAU may present the evaluation as evidence at a due process hearing regarding your child. 
  
Requests for evaluations by hearing officers 
If a hearing officer requests an independent educational evaluation of your child as part of a due process 
hearing, the cost of the evaluation must be at public expense. 
SAU criteria 
If an independent educational evaluation is at public expense, the criteria under which the evaluation is 
obtained, including the location of the evaluation and the qualifications of the examiner, must be the same as 
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the criteria that the SAU uses when it initiates an evaluation (to the extent those criteria are consistent with 
your right to an independent educational evaluation). 
Except for the criteria described above, a SAU may not impose conditions or timelines related to obtaining 
an independent educational evaluation at public expense. 
Confidentiality of Information 
Definitions 
34 CFR §300.611 
As used under the heading Confidentiality of Information: 
▪ Destruction means physical destruction or removal of personal identifiers from information so that the 
information is no longer personally identifiable. 
▪ Education records means the type of records covered under the definition of ‘‘education records’’ in 34 
CFR Part 99 (the regulations implementing the Family Educational Rights and Privacy Act of 1974, 20 U.S.C. 
1232g (FERPA)). 
▪ Participating agency means any SAU, agency or institution that collects, maintains, or uses personally 
identifiable information, or from which information is obtained, under Part B of the IDEA. 
 
  
Personally Identifiable 
34 CFR §300.32 
Personally identifiable means information that has: 
(a) Your child's name, your name as the parent, or the name of another family member; 
(b) Your child's address; 
(c) A personal identifier, such as your child’s social security number or student number; or 

(d) A list of personal characteristics or other information that would make it possible to identify your 
child with reasonable certainty. 

Notice to Parents 
34 CFR §300.612 
The State Educational Agency must give notice that is adequate to fully inform parents about confidentiality 
of personally identifiable information, including: 
1. A description of the extent to which the notice is given in the native languages of the various population 
groups in the State; 
2. A description of the children on whom personally identifiable information is maintained, the types of 
information sought, the methods the State intends to use in gathering the information (including the sources 
from whom information is gathered), and the uses to be made of the information; 
3. A summary of the policies and procedures that participating agencies must follow regarding storage, 
disclosure to third parties, retention, and destruction of personally identifiable information; and 
4. A description of all of the rights of parents and children regarding this information, including the rights 
under the Family Educational Rights and Privacy Act (FERPA) and its implementing regulations in 34 CFR 
Part 99. 
  
Before any major identification, location, or evaluation activity (also known as “child find”), the notice must 
be published or announced in newspapers or other media, or both, with circulation adequate to notify parents 
throughout the State of the activity to locate, identify, and evaluate children in need of special education and 
related services. 
Access Rights 
34 CFR §300.613 
The participating agency must permit you to inspect and review any education records relating to your child 
that are collected, maintained, or used by your SAU under Part B of the IDEA. The participating agency must 
comply with your request to inspect and review any education records on your child without unnecessary 
delay and before any meeting regarding an individualized education program (IEP), or any impartial due 
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process hearing (including a resolution meeting or a hearing regarding discipline), and in no case more than 
45 calendar days after you have made a request. 
Your right to inspect and review education records includes: 
1. Your right to a response from the participating agency to your reasonable requests for explanations and 
interpretations of the records; 
2. Your right to request that the participating agency provide copies of the records if you cannot effectively 
inspect and review the records unless you receive those copies; and 
3. Your right to have your representative inspect and review the records. 
  
The participating agency may presume that you have authority to inspect and review records relating to your 
child unless advised that you do not have the authority under applicable State law governing such matters as 
guardianship, or separation and divorce. 
Record of Access 
34 CFR §300.614 
Each participating agency must keep a record of parties obtaining access to education records collected, 
maintained, or used under Part B of the IDEA (except access by parents and authorized employees of the 
participating agency), including the name of the party, the date access was given, and the purpose for which 
the party is authorized to use the records. 
Records on More Than One Child 
34 CFR §300.615 
If any education record includes information on more than one child, the parents of those children have the 
right to inspect and review only the information relating to their child or to be informed of that specific 
information. 
List of Types and Locations of Information 
34 CFR §300.616 
On request, each participating agency must provide you with a list of the types and locations of education 
records collected, maintained, or used by the agency. 
Fees 
34 CFR §300.617 
Each participating agency may charge a fee for copies of records that are made for you under Part B of the 
IDEA, if the fee does not effectively prevent you from exercising your right to inspect and review those 
records. A participating agency may not charge a fee to search for or to retrieve information under Part B of 
the IDEA. 
Amendment of Records at Parent’s Request 
34 CFR §300.618 
If you believe that information in the education records regarding your child collected, maintained, or used 
under Part B of the IDEA is inaccurate, misleading, or violates the privacy or other rights of your child, you 
may request the participating agency that maintains the information to change the information. 
The participating agency must decide whether to change the information in accordance with your request 
within a reasonable period of time of receipt of your request. 
If the participating agency refuses to change the information in accordance with your request, it must inform 
you of the refusal and advise you of the right to a hearing for this purpose as described under the heading 
Opportunity For a Hearing, below. 
Opportunity for a Hearing 
34 CFR §300.619 
The participating agency must, on request, provide you an opportunity for a hearing to challenge information 
in education records regarding your child to ensure that it is not inaccurate, misleading, or otherwise in 
violation of the privacy or other rights of your child. 
Hearing Procedures 
34 CFR §300.621 
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A hearing to challenge information in education records must be conducted according to the procedures for 
such hearings under the Family Educational Rights and Privacy Act (FERPA). 
Result of Hearing 
34 CFR §300.620 
If, as a result of the hearing, the participating agency decides that the information is inaccurate, misleading or 
otherwise in violation of the privacy or other rights of the child, it must change the information accordingly 
and inform you in writing. If, as a result of the hearing, the participating agency decides that the information 
is not inaccurate, misleading, or otherwise in violation of the privacy or other rights of your child, it must 
inform you of your right to place in the records that it maintains on your child a statement commenting on 
the information or providing any reasons you disagree with the decision of the participating agency. 
Such an explanation placed in the records of your child must: 
1. Be maintained by the participating agency as part of the records of your child as long as the record or 
contested portion is maintained by the participating agency; and 
  
2. If the participating agency discloses the records of your child or the challenged portion to any party, the 
explanation must also be disclosed to that party. 
  
Consent For Disclosure of Personally Identifiable Information 
34 CFR §300.622 
Unless the information is contained in education records, and the disclosure is authorized without parental 
consent under the Family Educational Rights and Privacy Act (FERPA), your consent must be obtained 
before personally identifiable information is disclosed to parties other than officials of participating agencies. 
Except under the circumstances specified below, your consent is not required before personally identifiable 
information is released to officials of participating agencies for purposes of meeting a requirement of Part B 
of the IDEA. 
Your consent, or consent of an eligible child who has reached 18 years of age (or is emancipated) under State 
law, must be obtained before personally identifiable information is released to officials of participating 
agencies providing or paying for transition services. If your child is in, or is going to go to, a private school 
that is not located in the same SAU you reside in, your consent must be obtained before any personally 
identifiable information about your child is released between officials in the SAU where the private school is 
located and officials in the SAU where you reside. 
Safeguards 
34 CFR §300.623 
Each participating agency must protect the confidentiality of personally identifiable information at 

collection, storage, disclosure, and destruction stages. One official at each participating agency must 

assume responsibility for ensuring the confidentiality of any personally identifiable information.  
All persons collecting or using personally identifiable information must receive training or instruction 
regarding your State’s policies and procedures regarding confidentiality under Part B of the IDEA and the 
Family Educational Rights and Privacy Act (FERPA). 
Each participating agency must maintain, for public inspection, a current listing of the names and positions of 
those employees within the agency who may have access to personally identifiable information. 
Destruction of Information 
34 CFR §300.624 
Your SAU must inform you when personally identifiable information collected, maintained, or used is no 
longer needed to provide educational services to your child. The information must be destroyed at your 
request. However, a permanent record of your child’s name, address, and phone number, his or her grades, 
attendance record, classes attended, grade level completed, and year completed may be maintained without 
time limitation. 
Dispute resolution 
20-A M.R.S.A. §7202 et seq. 
State Complaint Procedures 



 
 

Snow Pond Arts Academy Charter School Application / 81  

Difference Between Due Process Hearing and State Complaint Procedures 
The regulations for Part B of IDEA set forth separate procedures for State complaints and for due process 
hearings. Maine uses Part B dispute resolution processes for children served under Part C. As explained 
below, any individual or organization may file a State complaint alleging a violation of any Part B requirement 
by a SAU, the State Educational Agency, or any other public agency. Only you or a SAU may file a due 
process hearing request on any matter relating to a proposal or a refusal to initiate or change the 
identification, evaluation or educational placement of a child with a disability, or the provision of appropriate 
services (birth to 2 years) or a free appropriate public education (FAPE) to a child (3 through 20 years.) While 
staff of the State Educational Agency generally must resolve a State complaint within a 60-calendar-day 
timeline, unless the timeline is properly extended, an impartial due process hearing officer must hear a due 
process hearing request (if not resolved through a resolution meeting or through mediation) and issue a 
written decision within 45-calendar-days after the end of the resolution period, as described in this document 
under the heading Resolution Process, unless the hearing officer grants a specific extension of the timeline at 
your request or the SAU's request. The State complaint, resolution and due process hearing procedures are 
described more fully below. 
Adoption of State Complaint Procedures 
34 CFR §300.151 
General 
Each State Educational Agency must have written procedures for: 
1. Resolving any complaint, including a complaint filed by an organization or individual from another State; 
2. Widely disseminating the State complaint procedures to parents and other interested individuals, including 
parent training and information centers, protection and advocacy agencies, independent living centers, and 
other appropriate entities 
  
Remedies for denial of appropriate services 
In resolving a State complaint in which the State Educational Agency has found a failure to provide 
appropriate services, the State Educational Agency must address: 
1. The failure to provide appropriate services, including corrective action appropriate to address the needs of 
the child; and 
2. Appropriate future provision of services for all children with disabilities. 
  
Minimum State Complaint Procedures 
34 CFR §300.152 
Time limit; minimum procedures 
Each State Educational Agency must include in its State complaint procedures a time limit of 60 calendar 
days after a complaint is filed to: 
1. Carry out an independent on-site investigation, if the State Educational Agency determines that an 
investigation is necessary; 
2. Give the complainant the opportunity to submit additional information, either orally or in writing, about 
the allegations in the complaint; 
3. Provide the SAU or other public agency with the opportunity to respond to the complaint, including, at a 
minimum: (a) at the option of the agency, a proposal to resolve the complaint; and (b) an opportunity for a 
parent who has filed a complaint and the agency to agree voluntarily to engage in mediation; 
4. Review all relevant information and make an independent determination as to whether the SAU or other 
public agency is violating a requirement of Part B of the IDEA; and 
5. Issue a written decision to the complainant that addresses each allegation in the complaint and contains: (a) 
findings of fact and conclusions; and (b) the reasons for the State Educational Agency’s final decision. 
Time extension; final decision; implementation 
The State Educational Agency’s procedures described above also must: 
1. Permit an extension of the 60 calendar-day time limit only if: (a) exceptional circumstances exist with 
respect to a particular State complaint; or (b) the parent and the SAU or other public agency involved 
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voluntarily agree to extend the time to resolve the matter through mediation or alternative means of dispute 
resolution, if available in the State. 
2. Include procedures for effective implementation of the State Educational Agency’s final decision, if 
needed, including: (a) technical assistance activities; (b) negotiations; and (c) corrective actions to achieve 
compliance. 
  
State complaints and due process hearings 
If a written State complaint is received that is also the subject of a due process hearing as described below 
under the heading Filing a Due Process Hearing Request, or the State complaint contains multiple issues 
of which one or more are part of such a hearing, the State must set aside the State complaint, or any part of 
the State complaint that is being addressed in the 
due process hearing until the hearing is over. Any issue in the State complaint that is not a part of the due 
process hearing must be resolved using the time limit and procedures described above. 
If an issue raised in a State complaint has previously been decided in a due process hearing involving the same 
parties (you and the SAU), then the due process hearing decision is binding on that issue and the State 
Educational Agency must inform the complainant that the decision is binding. 
A complaint alleging a SAU’s or other public agency’s failure to implement a due process hearing decision 
must be resolved by the State Educational Agency. 
Filing a Complaint 
34 CFR §300.153 
An organization or individual may file a signed written State complaint under the procedures described above. 
The State complaint must include: 
1. A statement that a SAU or other public agency has violated a requirement of Part B of the IDEA or its 
regulations; 
2. The facts on which the statement is based; 
3. The signature and contact information for the complainant; and 
4. If alleging violations regarding a specific child: 
(a) The name of the child and address of the residence of the child; 
(b) The name of the school the child is attending; 
(c) In the case of a homeless child or youth, available contact information for the child, and the name of the 
school the child is attending; 
(d) A description of the nature of the problem of the child, including facts relating to the problem; and 
(e) A proposed resolution of the problem to the extent known and available to the party filing the complaint 
at the time the complaint is filed. 
  
The complaint must allege a violation that occurred not more than one year prior to the date that the 
complaint is received as described under the heading Adoption of State Complaint Procedures, unless a 
longer period is reasonable because the complainant is requesting compensatory services for a violation that 
allegedly occurred not more than two years prior to the date that the written complaint is received by the 
Department of Education. 
The party filing the State complaint must forward a copy of the complaint to the SAU or other public agency 
serving the child at the same time the party files the complaint with the State Educational Agency. 
The SEA, under 34 CFR 300.537, may determine the State enforcement mechanisms for resolution session 
agreements and mediation agreements. 
Due Process Hearing Procedures 
Filing a Due Process Hearing Request 
34 CFR §300.507 
General 
You or the SAU may file a due process hearing request on any matter relating to a proposal or a refusal to 
initiate or change the identification, evaluation or educational placement of your child, or the provision of 
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appropriate services for your child age birth through 2 years or a free appropriate public education (FAPE) to 
your child age 3 through 20 years. 
The due process hearing request must allege a violation that happened not more than two years before you or 
the SAU knew or should have known about the alleged action that forms the basis of the due process hearing 
request. 
The above timeline does not apply to you if you could not file a due process hearing request within the 
timeline because: 
1. The SAU specifically misrepresented that it had resolved the issues identified in the hearing request; or 
2. The SAU withheld information from you that it was required to provide you under Part B of the IDEA. 
  
Information for parents 
The SAU must inform you of any free or low-cost legal and other relevant services available in the area if you 
request the information, or if you or the SAU file a due process hearing request. 
Due Process Hearing Request 
34 CFR §300.508 
General 
In order to request a hearing, you or the SAU (or your attorney or the SAU's attorney) must submit a due 
process hearing request to the other party. That hearing request must contain all of the content listed below 
and must be kept confidential. 
You or the SAU, whichever one filed the hearing request, must also provide the State Educational Agency 
with a copy of the hearing request. 
Content of the hearing request 
The due process hearing request must include: 
1. The name of the child; 
2. The address of the child’s residence; 
3. The name of the child’s school; 
4. If the child is a homeless child or youth, the child’s contact information and the name of the child’s school; 
5. A description of the nature of the problem of the child relating to the proposed or refused action, 
including facts relating to the problem; and 
6. A proposed resolution of the problem to the extent known and available to you or the SAU at the time. 
  
Notice required before a hearing on a due process hearing request 
You or the SAU may not have a due process hearing until you or the SAU (or your attorney or the SAU's 
attorney), files a due process hearing request that includes the information listed above. 
Sufficiency of hearing request 
In order for a due process hearing request to go forward, it must be considered sufficient. The due process 
hearing request will be considered sufficient (to have met the content requirements above) unless the party 
receiving the due process hearing request (you or the SAU) notifies the hearing officer and the other party in 
writing, within 15 calendar days of receiving the hearing request, that the receiving party believes that the due 
process hearing request does not meet the requirements listed above. 
Within five calendar days of receiving the notification the receiving party (you or the SAU) considers a due 
process hearing request insufficient, the hearing officer must decide if the due process hearing request meets 
the requirements listed above, and notify you and the SAU in writing immediately. 
Hearing request amendment 
You or the SAU may make changes to the hearing request only if: 
1. The other party approves of the changes in writing and is given the chance to resolve the due process 
hearing request through a resolution meeting, described below; or 
2. By no later than five days before the due process hearing begins, the hearing officer grants permission for 
the changes. 
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If the complaining party (you or the SAU) makes changes to the due process hearing request, the timelines 
for the resolution meeting (within 15 calendar days of receiving the hearing request) and the time period for 
resolution (within 30 calendar days of receiving the request) start again on the date the amended hearing 
request is filed. 
Local educational agency (LEA) or SAU response to a due process hearing request 
If the SAU has not sent a prior written notice to you, as described under the heading Prior Written Notice, 
regarding the subject matter contained in your due process hearing request, the SAU must, within 10 calendar 
days of receiving the due process hearing request, send to you a response that includes: 
1. An explanation of why the SAU proposed or refused to take the action raised in the due process hearing 
request; 
2. A description of other options that your child's individualized education program (IEP) Team considered 
and the reasons why those options were rejected; 
3. A description of each evaluation procedure, assessment, record, or report the SAU used as the basis for the 
proposed or refused action; and 
4. A description of the other factors that are relevant to the SAU’s proposed or refused action. 
  
Providing the information in items 1-4 above does not prevent the SAU from asserting that your due process 
hearing request was insufficient. 
Other party response to a due process hearing request 
Except as stated under the sub-heading immediately above, Local educational agency (LEA) or SAU response 
to a due process hearing request, the party receiving a due process hearing request must, within 10 calendar 
days of receiving the request, send the other party a response that specifically addresses the issues in the due 
process hearing request. 
Model Forms 
34 CFR §300.509 
The State Educational Agency must develop model forms to help you file a due process hearing request and a 
State complaint. However, your State or the SAU may not require you to use these model forms. In fact, you 
can use this form or another appropriate model form, so long as it contains the required information for 
filing a due process hearing request or a State complaint. 
Mediation 
34 CFR §300.506 
General 
The SAU must make mediation available to allow you and the SAU to resolve disagreements involving any 
matter under Part B of the IDEA, including matters arising prior to the filing of a due process hearing 
request. Thus, mediation is available to resolve disputes under Part B of the IDEA, whether or not you have 
filed a due process hearing request to request a due process hearing as described under the heading Filing a 
Due Process Hearing Request. 
Requirements 
The procedures must ensure that the mediation process: 
1. Is voluntary on your part and the SAU's part; 
2. Is not used to deny or delay your right to a due process hearing, or to deny any other rights you have under 
Part B of the IDEA; and 
3. Is conducted by a qualified and impartial mediator who is trained in effective mediation techniques. 
  
The SAU may develop procedures that offer parents and schools that choose not to use the mediation 
process, an opportunity to meet, at a time and location convenient to you, with a disinterested party: 
1. Who is under contract with an appropriate alternative dispute resolution entity, or a parent training and 
information center or community parent resource center in the State; and 
2. Who would explain the benefits and encourage the use of the mediation process to you. 
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The State must have a list of people who are qualified mediators and know the laws and regulations relating 
to the provision of special education and related services. The State Educational Agency must select 
mediators on a random, rotational, or other impartial basis. 
The State is responsible for the cost of the mediation process, including the costs of meetings. 
Each meeting in the mediation process must be scheduled in a timely manner and held at a place that is 
convenient for you and the SAU. 
If you and the SAU resolve a dispute through the mediation process, both parties must enter into a legally 
binding agreement that sets forth the resolution and that: 
1. States that all discussions that happened during the mediation process will remain confidential and may not 
be used as evidence in any subsequent due process hearing or civil proceeding; and 
2. Is signed by both you and a representative of the SAU who has the authority to bind the SAU. 
  
A written, signed mediation agreement is enforceable in any State court of competent jurisdiction (a court 
that has the authority under State law to hear this type of case) or in a district court of the United States. (See 
Section XVI(3)(B)(9)of this rule) 
Discussions that happened during the mediation process must be confidential. They cannot be used as 
evidence in any future due process hearing or civil proceeding of any Federal court or State court of a State 
receiving assistance under Part B of IDEA. 
Impartiality of mediator 
The mediator: 
1. May not be an employee of the State Educational Agency or the SAU that is involved in the education or 
care of your child; and 
2. Must not have a personal or professional interest which conflicts with the mediator’s objectivity. 
A person who otherwise qualifies as a mediator is not an employee of a SAU or State agency solely because 
he or she is paid by the agency or SAU to serve as a mediator. 
An attorney may represent a school administrative unit in a mediation only when an attorney represents the 
parents. An attorney representing a parent shall provide the superintendent of the school administrative unit 
and the Due Process Office of the Maine Department of Education with at least 7 days written notice prior 
to the mediation that they will be representing the parent at the mediation. Parties may consult with their 
attorneys prior to and after engaging in mediation. 
If both parties agree, the parties may sign a waiver of the 7-day written notice of attendance of the parent’s 
attorney in mediation. A copy of the signed waiver must be provided to the Department of Education Due 
Process Office. 
If the parent does not choose to participate in mediation the parent may be contacted by a due process 
consultant from the Maine Department of Education who will discuss with the parent the benefits of 
mediation. If the parent would like to request a mediation or would like more information about mediation, 
the parent may contact the , Due Process Office of the Maine Department of Education at 624-6644. 
The Child’s Placement Status During Pendency of Appeals(“Stay Put”) 
34 CFR §300.518 
Except as provided below under the heading PROCEDURES WHEN DISCIPLINING CHILDREN 
WITH DISABILITIES, during the pendency of a mediation or State complaint investigation request, or 
once a due process hearing request is sent to the other party, , and while waiting for the decision of any 
impartial due process hearing or court proceeding, your child must remain in his or her current educational 
placement unless you and the State or SAU agree otherwise, 
If the due process hearing request involves an application for initial admission to public school, your child, 
with your consent, must be placed in the regular public school program until the completion of all such 
proceedings. 
If the due process hearing request involves an application for initial services under Part B of the IDEA for a 
child who is transitioning from being served under Part C of the IDEA to Part B of the IDEA and who is no 
longer eligible for Part C services because the child has turned three, the SAU is not required to provide the 
Part C services that the child has been receiving. If the child is found eligible under Part B of the IDEA and 
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you consent for the child to receive special education and related services for the first time, then, pending the 
outcome of the proceedings, the SAU must provide those special education and related services that are not 
in dispute (those which you and the SAU both agree upon). 
Resolution Process 
34 CFR §300.510 
Resolution meeting 
Within 15 calendar days of receiving notice of your due process hearing request, and before the due process 
hearing begins, the SAU must convene a meeting with you and the relevant member or members of the 
individualized education program (IEP) Team who have specific knowledge of the facts identified in your due 
process hearing request. The meeting: 
1. Must include a representative of the SAU who has decision-making authority on behalf of the SAU; and 
2. May not include an attorney of the SAU unless you are accompanied by an attorney. 
  
You and the SAU determine the relevant members of the IEP Team to attend the meeting. 
The purpose of the meeting is for you to discuss your due process hearing request, and the facts that form 
the basis of the hearing request, so that the SAU has the opportunity to resolve the dispute. 
The resolution meeting is not necessary if: 
1. You and the SAU agree in writing to waive the meeting; or 
2. You and the SAU agree to use the mediation process, as described under the heading Mediation. 
  
Resolution period 
If the SAU has not resolved the due process hearing request to your satisfaction within 30 calendar days of 
the receipt of the hearing request (during the time period for the resolution process), the due process hearing 
may occur. 
The 45-calendar-day timeline for issuing a final decision begins at the expiration of the 30-calendar-day 
resolution period, with certain exceptions for adjustments made to the 30-calendar-day resolution period, as 
described below. 
Except where you and the SAU have both agreed to waive the resolution process or to use mediation, your 
failure to participate in the resolution meeting will delay the timelines for the resolution process and due 
process hearing until you agree to participate in a meeting. 
If after making reasonable efforts and documenting such efforts, the SAU is not able to obtain your 
participation in the resolution meeting, the SAU may, at the end of the 30-calendar-day resolution period, 
request that a hearing officer dismiss your due process hearing request. Documentation of such efforts must 
include a record of the SAU’s attempts to arrange a mutually agreed upon time and place, such as: 
1. Detailed records of telephone calls made or attempted and the results of those calls; 
2. Copies of correspondence sent to you and any responses received; and 
3. Detailed records of visits made to your home or place of employment and the results of those visits. 
 If the SAU fails to hold the resolution meeting within 15 calendar days of receiving notice of your due 
process hearing request or fails to participate in the resolution meeting, you may ask a hearing officer to order 
that the 45-calendar-day due process hearing timeline begin. 
Adjustments to the 30-calendar-day resolution period 
If you and the SAU agree in writing to waive the resolution meeting, then the 45-calendar-day timeline for the 
due process hearing starts the next day. 
After the start of mediation or the resolution meeting and before the end of the 30-calendar-day resolution 
period, if you and the SAU agree in writing that no agreement is possible, then the 45-calendar-day timeline 
for the due process hearing starts the next day. 
If you and the SAU agree to use the mediation process, at the end of the 30-calendar-day resolution period, 
both parties can agree in writing to continue the mediation until an agreement is reached. However, if either 
you or the SAU withdraws from the mediation process, then the 45-calendar-day timeline for the due process 
hearing starts the next day. 
Written settlement agreement 
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If a resolution to the dispute is reached at the resolution meeting, you and the SAU must enter into a legally 
binding agreement that is: 
1. Signed by you and a representative of the SAU who has the authority to bind the SAU; and 
2. Enforceable in any State court of competent jurisdiction (a State court that has authority to hear this type 
of case) or in a district court of the United States. (See Section XVI(11)(F)) 
  
Agreement review period 
If you and the SAU enter into an agreement as a result of a resolution meeting, either party (you or the SAU) 
may void the agreement within 3 business days of the time that both you and the SAU signed the agreement. 
Hearings on Due Process Hearing Requests 
Impartial Due Process Hearing 
34 CFR §300.511 
General 
Whenever a due process hearing request is filed, you or the SAU involved in the dispute must have an 
opportunity for an impartial due process hearing, as described in the Due Process Hearing Request and 
Resolution Process sections. 
Impartial hearing officer 
At a minimum, a hearing officer: 
1. Must not be an employee of the State Educational Agency or the SAU that is involved in the education or 
care of the child. However, a person is not an employee of the agency solely because he/she is paid by the 
agency to serve as a hearing officer; 
2. Must not have a personal or professional interest that conflicts with the hearing officer’s objectivity in the 
hearing; 
3. Must be knowledgeable and understand the provisions of the IDEA, and Federal and State regulations 
pertaining to the IDEA, and legal interpretations of the IDEA by Federal and State courts; and 
4. Must have the knowledge and ability to conduct hearings, and to make and write decisions, consistent with 
appropriate, standard legal practice. 
  
Each SAU must keep a list of those persons who serve as hearing officers that includes a statement of the 
qualifications of each hearing officer. 
Subject matter of due process hearing 
The party (you or the SAU) that requests the due process hearing may not raise issues at the due process 
hearing that were not addressed in the due process hearing request, unless the other party agrees. 
Timeline for requesting a hearing 
You or the SAU must request an impartial hearing on a due process hearing request within two years of the 
date you or the SAU knew or should have known about the issue addressed in the hearing request. 
Exceptions to the timeline 
The above timeline does not apply to you if you could not file a due process hearing request because: 
1. The SAU specifically misrepresented that it had resolved the problem or issue that you are raising in your 
hearing request; or 
2. The SAU withheld information from you that it was required to provide to you under Part B of the IDEA. 
  
Hearing Rights 
34 CFR §300.512 
General 
Any party to a due process hearing (including a hearing relating to disciplinary procedures) has the right to: 
1. Be accompanied and advised by a lawyer and/or persons with special knowledge or training regarding the 
problems of children with disabilities; 
2. Present evidence and confront, cross-examine, and require the attendance of witnesses; 
3. Prohibit the introduction of any evidence at the hearing that has not been disclosed to that party at least 
five business days before the hearing; 
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4. Obtain a written, or, at your option, electronic, word-for-word record of the hearing; and 
5. Obtain written, or, at your option, electronic findings of fact and decisions. 
  
Additional disclosure of information 
At least five business days prior to a due process hearing, you and the SAU must disclose to each other all 
evaluations completed by that date and recommendations based on those evaluations that you or the SAU 
intend to use at the hearing. 
A hearing officer may prevent any party that fails to comply with this requirement from introducing the 
relevant evaluation or recommendation at the hearing without the consent of the other party. 
Parental rights at hearings 
You must be given the right to: 
1. Have your child present; 
2. Open the hearing to the public; and 
3. Have the record of the hearing, the findings of fact and decisions provided to you at no cost. 
  
Hearing Decisions 
34 CFR §300.513 
Decision of hearing officer 
A hearing officer’s decision on whether your child (age birth through 2 years) received appropriate services or 
(age 3 through 20 years) received a free appropriate public education (FAPE) must be based on substantive 
grounds. 
In matters alleging a procedural violation, a hearing officer may find that your child did not receive 
appropriate services or FAPE only if the procedural inadequacies: 
1. Interfered with your child’s right to appropriate services or a free appropriate public education; 
2. Significantly interfered with your opportunity to participate in the decision-making process regarding the 
provision of appropriate services or a free appropriate public education (FAPE) to your child; or 
3. Caused a deprivation of an educational benefit. 
  
Final Decision Notice 
Every decision made at the conclusion of a proceeding subject to this rule shall be in writing and shall include 
findings of fact sufficient to apprise the parties and any interested member of the public of the basis for the 
decision. . 
Construction clause 
None of the provisions described above can be interpreted to prevent a hearing officer from ordering a SAU 
to comply with the requirements in the procedural safeguards section of the Federal regulations under Part B 
of the IDEA (34 CFR §§300.500 through 300.536). 
Separate request for a due process hearing 
Nothing in the procedural safeguards section of the Federal regulations under Part B of the IDEA (34 CFR 
§§300.500 through 300.536) can be interpreted to prevent you from filing a separate due process hearing 
request on an issue separate from a due process hearing request already filed. 
Findings and decision to advisory panel and general public 
The State Educational Agency or the SAU, (whichever was responsible for your hearing) after deleting any 
personally identifiable information, must: 
1. Provide the findings and decisions in the due process hearing or appeal to the State special education 
advisory panel; and 
2. Make those findings and decisions available to the public. 
  
Appeals 
Finality of Decision; Appeal 
34 CFR §300.514 
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Finality of hearing decision 
A decision made in a due process hearing (including a hearing relating to disciplinary procedures) must be in 
writing and is final, except that any party involved in the hearing (you or the SAU) may appeal the decision by 
bringing a civil action, as described below. 
Timelines and Convenience of Hearings and Reviews 
34 CFR §300.515 
The State Educational Agency must ensure that not later than 45 calendar days after the expiration of the 30-
calendar-day period for resolution meetings or, as described under the sub-heading Adjustments to the 30-
calendar-day resolution period, not later than 45 calendar days after the expiration of the adjusted time 
period: 
1. A final decision is reached in the hearing; and 
2. A copy of the decision is mailed to each of the parties. 
  
A hearing officer may grant specific extensions of time beyond the 45-calendar-day time period described 
above at the request of either party. 
Each hearing must be conducted at a time and place that is reasonably convenient to you and your child. 
Civil Actions, Including the Time Period in Which to File Those Actions 
34 CFR §300.516 
General 
Any party (you or the SAU) who does not agree with the findings and decision in the due process hearing 
(including a hearing relating to disciplinary procedures) has the right to bring a civil action with respect to the 
matter that was the subject of the due process hearing. The action may be brought in a State court of 
competent jurisdiction (a State court that has authority to hear this type of case) or in a district court of the 
United States without regard to the amount in dispute. 
If the parent has any questions regarding this requirement, they should be directed to the Due Process Office of the Maine 
Department of Education at 624-6650. 
Time limitation 
The party (you or the SAU) bringing the action shall have 90 day from the receipt of the decision of the hearing 
officer to file a civil action. 
Additional procedures 
In any civil action, the court: 
A. Receives the records of the administrative proceedings; 
B. Hears additional evidence at your request or at the SAU's request; and 
C. Bases its decision on the preponderance of the evidence and grants the relief that the court determines to 
be appropriate. 
  
Jurisdiction of district courts 
The district courts of the United States have authority to rule on actions brought under Part B of the IDEA 
without regard to the amount in dispute. 
Rule of construction 
Nothing in Part B of the IDEA restricts or limits the rights, procedures, and remedies available under the 
U.S. Constitution, the Americans with Disabilities Act of 1990, Title V of the Rehabilitation Act of 1973 
(Section 504), or other Federal laws protecting the rights of children with disabilities, except that before the 
filing of a civil action under these laws seeking relief that is also available under Part B of the IDEA, the due 
process procedures described above must be exhausted to the same extent as would be required if the party 
filed the action under Part B of the IDEA. This means that you may have remedies available under other laws 
that overlap with those available under the IDEA, but in general, to obtain relief under those other laws, you 
must first use the available administrative remedies under the IDEA (i.e., the due process hearing request, 
resolution meeting, and impartial due process hearing procedures) before going directly into court. 
Attorneys’ Fees 
34 CFR §300.517 
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General 
In any action or proceeding brought under Part B of the IDEA, if you prevail, the court, in its discretion, may 
award reasonable attorneys’ fees as part of the costs to you. 
In any action or proceeding brought under Part B of the IDEA, the court, in its discretion, may award 
reasonable attorneys’ fees as part of the costs to a prevailing State Educational Agency or SAU, to be paid by 
your attorney, if the attorney: (a) filed a due process hearing request or court case that the court finds is frivolous, 
unreasonable, or without foundation; or (b) continued to litigate after the litigation clearly became frivolous, 
unreasonable, or without foundation; or 
In any action or proceeding brought under Part B of the IDEA, the court, in its discretion, may award 
reasonable attorneys’ fees as part of the costs to a prevailing State Educational Agency or SAU, to be paid by 
you or your attorney, if your request for a due process hearing or later court case was presented for any 
improper purpose, such as to harass, to cause unnecessary delay, or to unnecessarily increase the cost of the 
action or proceeding. 
Award of fees 
A court awards reasonable attorneys’ fees as follows: 
1. Fees must be based on rates prevailing in the community in which the action or hearing arose for the kind 
and quality of services furnished. No bonus or multiplier may be used in calculating the fees awarded. 
2. Fees may not be awarded and related costs may not be reimbursed in any action or proceeding under Part 
B of the IDEA for services performed after a written offer of settlement to you if: a. The offer is made within 
the time prescribed by Rule 68 of the Federal Rules of Civil Procedure or, in the case of a due process hearing 
or State-level review, at any time more than 10 calendar days before the proceeding begins; 
b. The offer is not accepted within 10 calendar days; and 
c. The court or administrative hearing officer finds that the relief finally obtained by you is not more 
favorable to you than the offer of settlement. 
  
  
Despite these restrictions, an award of attorney's’ fees and related costs may be made to you if you prevail 
and you were substantially justified in rejecting the settlement offer. 
3. Fees may not be awarded relating to any meeting of the individualized education program (IEP) Team 
unless the meeting is held as a result of an administrative proceeding or court action. 
  
A resolution meeting, as described under the heading Resolution meeting, is not considered a meeting 
convened as a result of an administrative hearing or court action, and also is not considered an administrative 
hearing or court action for purposes of these attorneys’ fees provisions. 
The court reduces, as appropriate, the amount of the attorneys’ fees awarded under Part B of the IDEA, if 
the court finds that: 
1. You, or your attorney, during the course of the action or proceeding, unreasonably delayed the final 
resolution of the dispute; 
2. The amount of the attorneys’ fees otherwise authorized to be awarded unreasonably exceeds the hourly 
rate prevailing in the community for similar services by attorneys of reasonably similar skill, reputation, and 
experience; 
3. The time spent and legal services furnished were excessive considering the nature of the action or 
proceeding; or 
4. The attorney representing you did not provide to the SAU the appropriate information in the due process 
request notice as described under the heading Due Process Hearing Request. 
However, the court may not reduce fees if the court finds that the State or SAU unreasonably delayed the 
final resolution of the action or proceeding or there was a violation under the procedural safeguards 
provisions of Part B of the IDEA. 
Procedures When Disciplining Children with Disabilities 
Authority of School Personnel 
34 CFR §300.530 
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Case-by-case determination 
School personnel may consider any unique circumstances on a case-by-case basis, when determining whether 
a change of placement, made in accordance with the following requirements related to discipline, is 
appropriate for a child with a disability who violates a school code of student conduct. 
General 
To the extent that they also take such action for children without disabilities, school personnel may, for not 
more than 10 school days in a row, remove a child with a disability who violates a code of student conduct 
from his or her current placement to an appropriate interim alternative educational setting (which must be 
determined by the child's individualized education program (IEP) Team), another setting, or suspension. 
School personnel may also impose additional removals of the child of not more than 10 school days in a row 
in that same school year for separate incidents of misconduct, as long as those removals do not constitute a 
change of placement (see Change of Placement Because of Disciplinary Removals for the definition, 
below). 
Once a child with a disability has been removed from his or her current placement for a total of 10 school 
days in the same school year, the SAU must, during any subsequent days of removal in that school year, 
provide services to the extent required below under the sub-heading Services. 
Additional authority 
If the behavior that violated the student code of conduct was not a manifestation of the child’s disability (see 
Manifestation determination, below) and the disciplinary change of placement would exceed 10 school 
days in a row, school personnel may apply the disciplinary procedures to that child with a disability in the 
same manner and for the same duration as it would to children without disabilities, except that the school 
must provide services to that child as described below under Services. The child’s IEP Team determines the 
interim alternative educational setting for such services. 
Services 
The services that must be provided to a child with a disability who has been removed from the child’s current 
placement may be provided in an interim alternative educational setting. 
A SAU is only required to provide services to a child with a disability who has been removed from his or her 
current placement for 10 school days or less in that school year, if it provides services to a child without 
disabilities who has been similarly removed. 
A child with a disability who is removed from the child’s current placement for more than 10 school days 
must: 
1. Continue to receive educational services, so as to enable the child to continue to participate in the general 
education curriculum, although in another setting, and to progress toward meeting the goals set out in the 
child’s IEP; and 
2. Receive, as appropriate, a functional behavioral assessment, and behavioral intervention services and 
modifications, that are designed to address the behavior violation so that it does not happen again. 
  
After a child with a disability has been removed from his or her current placement for 10 school days in that 
same school year, and if the current removal is for 10 school days in a row or less and if the removal is not a 
change of placement (see definition below), then school personnel, in consultation with at least one of the 
child’s teachers, determine the extent to which services are needed to enable the child to continue to 
participate in the general education curriculum, although in another setting, and to progress toward meeting 
the goals set out in the child’s IEP. 
If the removal is a change of placement (see definition below), the child’s IEP Team determines the 
appropriate services to enable the child to continue to participate in the general education curriculum, 
although in another setting, and to progress toward meeting the goals set out in the child’s IEP. 
Manifestation determination 
Within 10 school days of any decision to change the placement of a child with a disability because of a 
violation of a code of student conduct (except for a removal that is for 10 school days in a row or less and 
not a change of placement), the SAU, the parent, and relevant members of the IEP Team (as determined by 
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the parent and the SAU) must review all relevant information in the student’s file, including the child’s IEP, 
any teacher observations, and any relevant information provided by the parents to determine: 
1. If the conduct in question was caused by, or had a direct and substantial relationship to, the child’s 
disability; or 
2. If the conduct in question was the direct result of the SAU’s failure to implement the child's IEP. 
If the SAU, the parent, and relevant members of the child’s IEP Team determine that either of those 
conditions was met, the conduct must be determined to be a manifestation of the child’s disability. 
If the SAU, the parent, and relevant members of the child’s IEP Team determine that the conduct in question 
was the direct result of the SAU’s failure to implement the IEP, the SAU must take immediate action to 
remedy those deficiencies. 
Determination that behavior was a manifestation of the child's disability 
If the SAU, the parent, and relevant members of the IEP Team determine that the conduct was a 
manifestation of the child’s disability, the IEP Team must either: 
1. Conduct a functional behavioral assessment, unless the SAU had conducted a functional behavioral 
assessment before the behavior that resulted in the change of placement occurred, and implement a 
behavioral intervention plan for the child; or 
2. If a behavioral intervention plan already has been developed, review the behavioral intervention plan, and 
modify it, as necessary, to address the behavior. 
  
Except as described below under the sub-heading Special circumstances, the SAU must return the child to 
the placement from which the child was removed, unless the parent and the district agree to a change of 
placement as part of the modification of the behavioral intervention plan. 
Special circumstances 
Whether or not the behavior was a manifestation of the child’s disability, school personnel may remove a 
student to an interim alternative educational setting (determined by the child’s IEP Team) for up to 45 school 
days, if the child: 
1. Carries a weapon (see the definition below) to school or has a weapon at school, on school premises, or at 
a school function under the jurisdiction of the State Educational Agency or a SAU; 
2. Knowingly has or uses illegal drugs (see the definition below), or sells or solicits the sale of a controlled 
substance, (see the definition below), while at school, on school premises, or at a school function under the 
jurisdiction of the State Educational Agency or a SAU; or 
3. Has inflicted serious bodily injury (see the definition below) upon another person while at school, on 
school premises, or at a school function under the jurisdiction of the State Educational Agency or a SAU. 
  
Definitions 
Controlled substance means a drug or other substance identified under schedules I, II, III, IV, or V in 
section 202(c) of the Controlled Substances Act (21 U.S.C. 812(c)). 
Illegal drug means a controlled substance; but does not include a controlled substance that is legally 
possessed or used under the supervision of a licensed health-care professional or that is legally possessed or 
used under any other authority under that Act or under any other provision of Federal law. 
Serious bodily injury has the meaning given the term ‘‘serious bodily injury’’ under paragraph (3) of 
subsection (h) of section 1365 of title 18, United States Code: Bodily injury that involves a substantial risk of death; 
extreme physical pain; protracted and obvious disfigurement; or protracted loss or impairment of the function of a bodily member, 
organ or mental faculty. 
Weapon has the meaning given the term ‘‘dangerous weapon’’ under paragraph (2) of the first subsection (g) 
of section 930 of title 18, United States Code: A weapon, device, instrument, material, or substance, animate or 
inanimate, that is used for, or is readily capable of, causing death or serious bodily injury, except that such term does not include a 
pocket knife with a blade of less than 2 ½ inches in length. 
Notification 
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On the date it makes the decision to make a removal that is a change of placement of the child because of a 
violation of a code of student conduct, the SAU must notify the parents of that decision, and provide the 
parents with a procedural safeguards notice. 
Change of Placement Because of Disciplinary Removals 
34 CFR §300.536 
A removal of a child with a disability from the child’s current educational placement is a change of 
placement if: 
1. The removal is for more than 10 school days in a row; or 
2. The child has been subjected to a series of removals that constitute a pattern because: a. The series of 
removals total more than 10 school days in a school year; 
b. The child’s behavior is substantially similar to the child’s behavior in previous incidents that resulted in the 
series of removals; 
c. Of such additional factors as the length of each removal, the total amount of time the child has been 
removed, and the proximity of the removals to one another; and 
  
  
Whether a pattern of removals constitutes a change of placement is determined on a case-by-case basis by the 
SAU and, if challenged, is subject to review through due process and judicial proceedings. 
Determination of Setting 
34 CFR § 300.531 
The individualized education program (IEP) Team must determine the interim alternative educational setting 
for removals that are changes of placement, and removals under the headings Additional authority and 
Special circumstances, above. 
Appeal 
34 CFR § 300.532 
General 
The parent of a child with a disability may file a due process hearing request (see above) to request a due process 
hearing if he or she disagrees with: 
1. Any decision regarding placement made under these discipline provisions; or 
2. The manifestation determination described above. 
  
The SAU may file a due process hearing request (see above) to request a due process hearing if it believes that 
maintaining the current placement of the child is substantially likely to result in injury to the child or to 
others. 
Authority of hearing officer 
A hearing officer that meets the requirements described under the sub-heading Impartial Hearing Officer 
must conduct the due process hearing and make a decision. The hearing officer may: 
1. Return the child with a disability to the placement from which the child was removed if the hearing officer 
determines that the removal was a violation of the requirements described under the heading Authority of 
School Personnel, or that the child’s behavior was a manifestation of the child’s disability; or 
2. Order a change of placement of the child with a disability to an appropriate interim alternative educational 
setting for not more than 45 school days if the hearing officer determines that maintaining the current 
placement of the child is substantially likely to result in injury to the child or to others. 
  
These hearing procedures may be repeated, if the SAU believes that returning the child to the original 
placement is substantially likely to result in injury to the child or to others. 
Whenever a parent or a SAU files a due process hearing request to request such a hearing, a hearing must be 
held that meets the requirements described under the heading Due Process Hearing Requests except as 
follows: 
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1. The State Educational Agency must arrange for an expedited due process hearing, which must occur within 
20 school days of the date the hearing is requested and must result in a determination within 10 school days 
after the hearing. 
2. Unless the parents and the SAU agree in writing to waive the meeting, or agree to use mediation, a 
resolution meeting must occur within seven calendar days of receiving notice of the due process hearing 
request. The hearing may proceed unless the matter has been resolved to the satisfaction of both parties within 
15 calendar days of receipt of the due process hearing request. 
3. A State may establish different procedural rules for expedited due process hearings than it has established 
for other due process hearings, but except for the timelines, those rules must be consistent with the rules in 
this document regarding due process hearings. 
  
A party may appeal the decision in an expedited due process hearing in the same way as they may for 
decisions in other due process hearings (see Appeals, above). 
Placement During Appeals 
34 CFR §300.533 
When, as described above, the parent or SAU has filed a due process hearing request related to disciplinary 
matters, the child must (unless the parent and the State Educational Agency or SAU agree otherwise) remain 
in the interim alternative educational setting pending the decision of the hearing officer, or until the 
expiration of the time period of removal as provided for and described under the heading Authority of 
School Personnel, whichever occurs first. 
Protections for Children Not Yet Eligible for Special Education and Related Services 
34 CFR §300.534 
General 
If a child has not been determined eligible for special education and related services and violates a code of 
student conduct, but the SAU had knowledge (as determined below) before the behavior that brought about 
the disciplinary action occurred, that the child was a child with a disability, then the child may assert any of 
the protections described in this notice. 
Basis of knowledge for disciplinary matters 
A SAU must be deemed to have knowledge that a child is a child with a disability if, before the behavior that 
brought about the disciplinary action occurred: 
1. The parent of the child expressed concern in writing that the child is in need of special education and 
related services to supervisory or administrative personnel of the appropriate educational agency, or a teacher 
of the child; 
2. The parent requested an evaluation related to eligibility for special education and related services under Part 
B of the IDEA; or 
3. The child’s teacher, or other SAU personnel expressed specific concerns about a pattern of behavior 
demonstrated by the child directly to the SAU’s director of special education or to other supervisory 
personnel of the SAU. 
  
Exception 
A SAU would not be deemed to have such knowledge if: 
1. The child’s parent has not allowed an evaluation of the child or refused special education services; or 
2. The child has been evaluated and determined to not be a child with a disability under Part B of the IDEA. 
  
Conditions that apply if there is no basis of knowledge 
If prior to taking disciplinary measures against the child, a SAU does not have knowledge that a child is a 
child with a disability, as described above under the sub-headings Basis of knowledge for disciplinary 
matters and Exception, the child may be subjected to the disciplinary measures that are applied to children 
without disabilities who engaged in comparable behaviors. 
However, if a request is made for an evaluation of a child during the time period in which the child is 
subjected to disciplinary measures, the evaluation must be conducted in an expedited manner. 
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Until the evaluation is completed, the child remains in the educational placement determined by school 
authorities, which can include suspension or expulsion without educational services. 
If the child is determined to be a child with a disability, taking into consideration information from the 
evaluation conducted by the SAU, and information provided by the parents, the SAU must provide special 
education and related services in accordance with Part B of the IDEA, including the disciplinary requirements 
described above. 
Referral to and Action by Law Enforcement and Judicial Authorities 
34 CFR §300.535 
Part B of the IDEA does not: 

1. Prohibit an agency from reporting a crime committed by a child with a disability to appropriate 
authorities; or 
2. Prevent State law enforcement and judicial authorities from exercising their responsibilities with 
regard to the application of Federal and State law to crimes committed by a child with a disability. 

  
Transmittal of records 
If a SAU reports a crime committed by a child with a disability, the SAU: 

1. Must ensure that copies of the child’s special education and disciplinary records are transmitted 
for consideration by the authorities to whom the agency reports the crime; and 
2. May transmit copies of the child’s special education and disciplinary records only to the extent 
permitted by the Family Educational Rights and Privacy Act (FERPA). 

  
Requirements for Unilateral Placement by Parents of Children in Private Schools at Public Expense 
General 
34 CFR §300.148 
Part B of the IDEA does not require a SAU to pay for the cost of education, including special education and 
related services, of your child with a disability at a private school or facility if the SAU made a free 
appropriate public education (FAPE) available to your child and you choose to place the child in a private 
school or facility. However, the SAU where the private school is located must include your child in the 
population whose needs are addressed under the Part B provisions regarding children who have been placed 
by their parents in a private school under 34 CFR §§300.131 through 300.144. 
Reimbursement for private school placement 
If your child previously received special education and related services under the authority of a SAU, and you 
choose to enroll your child in a private preschool, elementary school, or secondary school without the 
consent of or referral by the SAU, a court or a hearing officer may require the agency to reimburse you for 
the cost of that enrollment if the court or hearing officer finds that the agency had not made a free 
appropriate public education (FAPE) available to your child in a timely manner prior to that enrollment and 
that the private placement is appropriate. A hearing officer or court may find your placement to be 
appropriate, even if the placement does not meet the State standards that apply to education provided by the 
State Educational Agency and SAUs. 
Limitation on reimbursement 
The cost of reimbursement described in the paragraph above may be reduced or denied: 
1. If: (a) At the most recent individualized education program (IEP) meeting that you attended prior to your 
removal of your child from the public school, you did not inform the IEP Team that you were rejecting the 
placement proposed by the SAU to provide FAPE to your child, including stating your concerns and your 
intent to enroll your child in a private school at public expense; or (b) At least 10 business days (including any 
holidays that occur on a business day) prior to your removal of your child from the public school, you did not 
give written notice to the SAU of that information; 
1. If, prior to your removal of your child from the public school, the SAU provided prior written notice to 
you, of its intent to evaluate your child (including a statement of the purpose of the evaluation that was 
appropriate and reasonable), but you did not make the child available for the evaluation; or 
2. Upon a court’s finding that your actions were unreasonable. 
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However, the cost of reimbursement: 
1. Must not be reduced or denied for failure to provide the notice if: (a) The school prevented you from 
providing the notice; (b) You had not received notice of your responsibility to provide the notice described 
above; or (c) Compliance with the requirements above would likely result in physical harm to your child; and 
2. May, in the discretion of the court or a hearing officer, not be reduced or denied for the parents’ failure to 
provide the required notice if: (a) The parent is not literate or cannot write in English; or (b) Compliance with 
the above requirement would likely result in serious emotional harm to the child. 
  
Surrogate parents 
34 CFR § 300.519 
General. (a) 
Each public agency must ensure that the rights of a child are protected when— 
(1) No parent (as defined in § 300.30) can be identified; 
(2) The public agency, after reasonable efforts, cannot locate a parent; 
(3) The child is a ward of the State under the laws of that State; or 
(4) The child is an unaccompanied homeless youth as defined in section 725(6) of the McKinney-Vento 
Homeless Assistance Act (42 U.S.C. 11434a(6)). 
Duties of public agency (b) 
The duties of a public agency under paragraph (a) of this section include the assignment of an individual to 
act as a surrogate for the parents. This must include a method— 
(1) For determining whether a child needs a surrogate parent; and 
(2) For assigning a surrogate parent to the child. 
Wards of the State. (c) 
In the case of a child who is a ward of the State, the surrogate parent alternatively may be appointed by the 
judge overseeing the child’s case, provided that the surrogate meets the requirements in paragraphs (d)(2)(i) 
and (e) of this section. 
Criteria for selection of surrogate parents (d) 
(1) The public agency may select a surrogate parent in any way permitted under State law. 
(2) Public agencies must ensure that a person selected as a surrogate parent— 
(i) Is not an employee of the SEA, the LEA, EIS provider or any other agency that provides early 
intervention services, education, care, or other services to the child or any family member of the child; 
(ii) Has no personal or professional interest that conflicts with the interest of the child the surrogate parent 
represents; and 
(iii) Has knowledge and skills that ensure adequate representation of the child. 
Non-employee requirement; compensation (e) 
A person otherwise qualified to be a surrogate parent under paragraph (d) of this section is not an employee 
of the agency solely because he or she is paid by the agency to serve as a surrogate parent. 
Unaccompanied homeless youth (f) 
In the case of a child who is an unaccompanied homeless youth, appropriate staff of emergency shelters, 
transitional shelters, independent living programs, and street outreach programs may be appointed as 
temporary surrogate parents without regard to paragraph (d)(2)(i) of this section, until a surrogate parent can 
be appointed that meets all of the requirements of paragraph (d) of this section. 
Surrogate parent responsibilities (g) 
The surrogate parent may represent the child in all matters relating to— 
(1) The identification, evaluation, and educational placement of the child; and 
(2) The provision of FAPE to the child. 
SEA responsibility (h) 
The SEA must make reasonable efforts to ensure the assignment of a surrogate parent not more than 30 days 
after a public agency determines that the child needs a surrogate parent. 
Transfer of parental rights at age of majority. 
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34 CFR § 300.520 
General (a) 
A State may provide that, when a child with a disability reaches the age of majority under State law that 
applies to all children (except for a child with a disability who has been determined to be incompetent under 
State law)— 
(1)(i) The public agency must provide any notice required by this part to both the child and the parents; and 
(ii) All rights accorded to parents under Part B of the Act transfer to the child; 
(2) All rights accorded to parents under Part B of the Act transfer to children who are incarcerated in an adult 
or juvenile, State or local correctional institution; and 
(3) Whenever a State provides for the transfer of rights under this part pursuant to paragraph (a)(1) or (a)(2) 
of this section, the agency must notify the child and the parents of the transfer of rights. 
Special rule (b) 
A State must establish procedures for appointing the parent of a child with a disability, or, if the parent is not 
available, another appropriate individual, to represent the educational interests of the child throughout the 
period of the child’s eligibility under Part B of the Act if, under State law, a child who has reached the age of 
majority, but has not been determined to be incompetent, can be determined not to have the ability to 
provide informed consent with respect to the child’s educational program. 
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● Tab 3.  Referral/Pre-Referral of Students with Disabilities Policy 
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Referral/Pre-Referral of Students with Disabilities Policy (IHBAA) 

 
It shall be the policy of Snow Pond Arts Academy to refer all school-age students suspected of 

having a disability that requires special education to the IEP Team for an evaluation in the 

suspected areas of disability.  Referrals of students to the IEP Team may be made by parents at 

any time, and by professional school staff, and by other persons knowledgeable about the child’s 

educational needs. Any such referral should be made in accordance with procedures that may be 

approved by the Executive Director/Head of School. 
 
Regardless of the source of the referral, a referral will be considered received by the school unit 

on the date that the written referral is received by the Special Education Coordinator or 

designated administrator serving in that capacity.  It shall be signed and dated by the Special 

Education Coordinator or designee, thereby indicating the date of the receipt of that referral. 
 
The Executive Director/Head of School may develop procedures for referral and the use of pre-

referral interventions, and may from time to time amend those procedures as necessary. 
 
References:     Maine Department of Education Reg. Ch. 101, §§ II(23), III, IV(2)(D), (E), 

V(4)(A) (August 2007).  
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● Tab 4.  Referral/Pre-Referral Procedures 
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Referral/Pre-Referral Procedures 

 
Model Referral/Pre-Referral Procedures 

 
 
        Snow Pond Arts Academy shall refer to the IEP Team all school-age students suspected of 

having a disability that requires special education and related services.  Referrals to the IEP 

Team may be made by a child’s parent, by professional school staff, or by others with knowledge 

of the child.  Referrals should be made and processed consistent with these procedures. 
 
        Referrals by parents.  A parent may refer his or her child to the IEP Team at any time.  

That referral shall be made in writing directly to the office of the Special Education Coordinator 

or administrator serving in that capacity.  Should the parent seek to make a referral through other 

professional staff (such as teachers, guidance counselors, or administrators), that professional 

staff member shall directly assist the family in making the referral in writing to the appropriate 

office. Should a parent attempt to make a referral orally, professional staff shall assist the parent 

in reducing that referral to writing and submitting it to the appropriate office.  
 
        A parent referral shall be processed consistent with these procedures and governing 

timelines even if the child is receiving interventions pursuant to the school’s pre-referral 

procedures (discussed below).  Those pre-referral procedures shall continue during the referral 

process, however. 
 
        Referrals by staff.  Any professional employee of the school unit may refer a child to the 

IEP Team, no later than April 1st of each school year, regardless of the results of initial child 

find activities, but only after completion of any pre-referral intervention process used by the 

school as designated in the Response to Intervention System.  The school unit may move directly 

forward with the referral process in those circumstances where the school unit and parent agree 

to do so.  Even in that situation, however, pre-referral interventions will continue during the 

referral process.   
 
        Professional school staff shall prepare a referral in writing and shall submit that referral 

directly to the office of the Special Education Coordinator or administrator serving in that 

capacity. 
 
        Referrals by others.  Individuals or agency representatives (including representatives of 

the Department of Health and Human Services) with knowledge of the child may refer that child 

to the IEP Team regardless of the results of initial child find activities, but only after completion 

of any pre-referral intervention process used by the school.  The school may move directly 

forward with the referral process in those circumstances where the school unit and parent agree 

to do so.  Even in that situation, however, pre-referral interventions will continue during the 

referral process.   
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Should such a person attempt to make a referral orally, professional staff shall assist that 

person in reducing that referral to writing and submitting it to the appropriate office.  
        

 Receipt of Referral.  Regardless of the source of the referral, a referral is received by 

the school unit on the date that the written referral is received by the office of the Special 

Education Coordinator or administrator serving in that capacity.  It shall be signed and dated by 

Special Education Coordinator or designee, thereby indicating the date of the receipt of that 

referral.   
 

Timeline for Processing Referral.  Once the referral has been received in the office of the 

Special Education Coordinator or administrator serving in that capacity, the IEP Team shall 

review existing evaluation data and determine the need for additional evaluations.  The IEP 

Team may conduct its review without a meeting.  If additional evaluations are needed, the local 

unit must send a consent to evaluate form to the parent within 15 school days of receipt of the 

referral.  Also upon receipt of the referral (from any source), the local unit shall send the parent 

its Written Notice form documenting that referral. 
 

Once the office of the Special Education Coordinator or administrator serving in that 

capacity receives the signed consent for evaluation back from the parent, the local unit shall have 

45 school days to complete the evaluation and to hold an IEP Team meeting to determine 

whether the student qualifies for special education services. If the student is identified as a child 

with a disability in need of special education, the Team should develop an IEP for that child 

either at that same meeting, or within 30 calendar days of determining that the student is eligible. 
 

The local unit shall implement the IEP as soon as possible following the IEP Team meeting 

when the child is found eligible, but no later than 30 calendar days after that meeting. 
 

Transfer Students.  Students who have already been identified as in need of special 

education services and who transfer into the school unit from another school unit within Maine 

shall on enrollment and in consultation with the parent be provided with FAPE (including 

services comparable to those described in the child’s IEP from the previous school unit) until the 

local unit either adopts the child’s IEP from the previous unit or develops, adopts and 

implements a new IEP.   
 

Students who have already been identified as in need of special services and who transfer 

into the school unit from another school unit from outside of Maine shall on enrollment and in 

consultation with the parent be provided with FAPE (including services comparable to those 

described in the child’s IEP from the previous school unit) until the local unit conducts an 

evaluation to determine whether the student is eligible for special education, and if so, develops, 

adopts and implements a new IEP. 
 

If the transfer student's current IEP from his or her prior school unit is not available, or is 

believed to be inappropriate by either the parent or the school, the local unit should develop a 

new IEP through appropriate procedures within a short time after the student enrolls at the 

school. 
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If a child transfers into the school unit after the referral time line has begun in the previous 

school unit but before an eligibility determination has been made, the time line referenced above 

for completing that process shall not apply if the local unit is making sufficient progress to 

ensure a prompt completion of the evaluation, and the parent and school unit agree to a specific 

time when the evaluation will be completed and the eligibility decision made. 
 

Pre-Referral/RTI Procedures 
 

Professional school staff members who observe that a student is encountering academic or 

functional difficulties in school that interfere with the student's education shall document those 

specific difficulties through a Pre-Referral/Response to Intervention process. 
 

Students who are failing or are at risk for failing to meet goals for their grade shall receive 

interventions that are designed to narrow the gap between the goals set for the grade level of the 

child and the child’s performance.  Interventions must be scientifically based and appropriate for 

the student’s age and skill levels.  These interventions are implemented as developed and are 

modified on the basis of curriculum- based measurement, progress monitoring data, or time 

sampling of behaviors. The school’s Response to Intervention Team shall develop an 

intervention plan for students who are failing or at risk for failing using scientifically based 

interventions and measurement systems. 
 

If, after describing the problem, initiating an intervention, and collecting appropriate data for 

six data points over approximately, but no more than 30 days, the child shows no significant 

change in performance, intervention strategies must be modified.  If the data indicate resistance 

to two consecutive data-driven intervention strategies, over 60 days, the pre-referral/RTI team 

should meet to determine further intervention modifications and whether a referral should be 

made simultaneously to the IEP Team.   
 

If the intervention strategies have not been effective, or if the interventions are demonstrated 

to be effective but require continued and substantial effort that may include the provision of 

special education and related services, the staff member shall refer the child to the IEP consistent 

with the procedures set forth above.   
 

The local unit shall notify parents whenever their child has demonstrated educational 

difficulties that have led to completion by a staff member of the intervention strategy checklist.  

That notification of interventions should include copies of the completed checklists and shall 

request that the parents contact the staff member who has completed the documents. That 

notification shall also inform parents that they have a right to refer their child directly to the IEP 

Team if they suspect that their child may need special education services. The local unit may 

advise the parents as to why it may be appropriate to have the child participate in intervention 

strategies prior to a referral to the IEP team, but the local unit shall not reject or delay the referral 

until the completion of the intervention strategies. 
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All notes from the pre-referral/RTI process, and if relevant, team meetings, and all the data 

collection procedures that may have been developed through this process shall be considered by 

the IEP Team and shall become part of the child’s special education file.  For children who do 

not qualify for special education services, all pre-referral/RTI documents are kept in the child’s 

cumulative folder for future reference and for ongoing educational planning. 
 

The general education interventions developed through this process shall continued in the 

event of a referral while the referral is being handled by the IEP Team, and the resulting data 

shall become part of the child’s special education file. 
 

Special education due process procedures shall not be used to address parental concerns 

regarding successful implementation of these pre-referral/RTI procedures, and the failure to use 

this pre-referral process may not be used in special education due process proceedings to 

establish that the school unit has failed to meet its child find or referral obligations. 
 
 
References: Me. Dep't of Educ. Reg. ch. 101, §§ II(23), III, IV(2)(D), (E), V(4)(A) (August 

2007). 
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● Tab 5.  Child Find Policy 
 

 
  



 
 

Snow Pond Arts Academy Charter School Application / 106  

 

Child Find Policy (IHBAC) 

 
SPAA seeks to ensure that all children within its jurisdiction are identified, located and evaluated 

who are school-age 13 through the school year in which they turn 20 and who are in need of 

special education and supportive assistance, including homeless children, state wards, state 

agency clients, students who have been suspended or expelled, children attending private schools 

receiving home instruction, children incarcerated in county jails, children who have the 

equivalent of 10 full days of unexcused absences or 7 consecutive school days of unexcused 

absences during a school year, highly mobile children (including migrant or homeless), and 

children who are suspected of being disabled and in need of special education and supportive 

assistance even though they are advancing from grade to grade. 
 
SPAA child find responsibility shall be accomplished through a process, which, while not a 

definitive or final judgment of a student’s capabilities or disability, is a possible indicator of 

special education needs.  Final identification of students with disabilities and programming for 

such students occurs only after an appropriate evaluation and a determination by the IEP Team. 
 
This child find process shall include obtaining data on each child through multiple measures, 

direct assessment, and parent information regarding the child’s academic and functional 

performance, gross and fine motor skills, receptive and expressive language skills, vision, 

hearing and cognitive skills. Surrounding School Districts in the catchment area may schedule 

child find activities during its annual kindergarten enrollment to assist in planning for necessary 

special education and related service at the start of the school year.  If screening occurs in the 

spring prior to school entry, Districts will refer the child to the regional CDS site within 10 

school days. 
 
If the child find process indicates that a student may require special education and supportive 

services in order to benefit from regular education, the student shall be referred to the IEP Team 

to determine the student’s eligibility for special education services. 
 
School staff, parents, or agency representatives or other individuals with knowledge of the child 

may refer children to the IEP team if they believe that the student, because of a disability, may be 

in need of special education and supportive services in order to benefit from regular education.  

Such a referral should follow the school unit’s pre-referral and referral policy. 
 
References:     34 C.F.R. § 300.111 (2006); Maine Department of Education Reg. Ch. 101, IV(2) 

(2007). 
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● Tab 6.  Grievance Procedure for Persons with Disabilities Policy 
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GRIEVANCE PROCEDURE FOR 

PERSONS WITH DISABILITIES 

 
Snow Pond Arts Academy has adopted this grievance procedure to provide a local avenue for 

persons with disabilities to raise concerns about whether SPAA is fully meeting its obligations 

under state and federal laws to protect persons with disabilities. This procedure is intended to 

meet the requirements of the Federal Rehabilitation Act (34 CFR § 104.7 (b)) and the Federal 

Americans with Disabilities Act (28 CRF § 35.107 (b)). 
 Questions about this grievance procedure should be directed to the ADA/504 compliance 

coordinator. 
  
 

Step One 
A person with an identifiable disability, or someone acting on that person’s behalf, may file a 

written grievance regarding compliance with state or federal disabilities laws with the Head of 

School or with the ADA/504 compliance coordinator. If filed with the ADA/504 compliance 

coordinator, that person shall forward it to the Head of School. No grievance will be heard if it 

involved actions that occurred more than 60 days prior to filing of the grievances. 
 
The Head of School, after consultation with the ADA/504 compliance coordinator, shall respond 

in writing to the grievance within 15 working days of its receipt. Extensions of 15 working days 

may be allowed if necessary to address fully the issues in the grievance. The Head of School’s 

written response shall be forwarded to the grievant and to the ADA/504 compliance coordinator. 
 
 

Step Two 
If dissatisfied with the response, the grievant may obtain a review by the President of the SPAA 

Board of the Head of School’s decision. 
 
The grievant must request that review within 15 working days of the decision by the Head of 

School. The President of the Board, after consultation with the ADA/504 compliance 

coordinator, shall respond in writing to the grievance within 15 working days. Extensions of 15 

working days may be allowed when necessary to address fully the issues in the grievance. The 

President’s written response shall be forwarded to the grievant and to ADA/504 compliance 

coordinator. 
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● Tab 7.  Notification of Rights under FERPA 
 
 
  



 
 

Snow Pond Arts Academy Charter School Application / 110  

 

NOTIFICATION OF RIGHTS UNDER FERPA 

  
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 

years of age (eligible students) certain rights with respect to the student’s education records. 
  
They are: 

A. The right to inspect and review the student’s education records within 45 days of the day 

the SPAA receives a request for access. Parents or eligible students should submit to the 

Head of School a written request that identifies the record(s) they wish to inspect.  The 

Head of School will  make arrangements for access and notify the parent or eligible 

student of  the time and place where the records may be inspected. 

B. The right to request the amendment of the student’s education records that the parent or 

eligible student believes are inaccurate or misleading.  Parents or eligible students may 

ask SPAA to amend a record that they believe is inaccurate or misleading.  They should 

write the Head of School, clearly identify the part of the record they want changed and 

specify why it is inaccurate or misleading.  If the SPAA decides not to amend the record 

as requested by the parent or eligible student, the SPAA will notify the parent or eligible 

student of the decision and advise them of their right to a hearing regarding the request 

for amendment. Additional information regarding the hearing procedures will be 

provided to the parent or eligible student when notified of the right to a hearing. 

C. The right to consent to disclosure of personally identifiable information contained in the 

student’s education records, except to the extent that FERPA authorizes disclosure 

without consent. One exception that permits disclosure without consent is disclosure to 

school officials with legitimate educational interests. A school official is a person 

employed by the school unit as an administrator, supervisor, instructor or support staff 

member (including health or medical staff and law enforcement unit personnel); a person 

serving on the school board; a person or company with whom the school unit has 

contracted to perform a special task (such as an attorney, auditor, medical consultant or 

therapist); or a parent or student serving on an official committee, such as a disciplinary 

or grievance committee, or assisting another school official in performing his/her tasks.  

A school official has a legitimate educational interest if the official needs to review an 

education record in order to fulfill his/her professional responsibility.  Upon request, the 

SPAA discloses education records without consent to officials of another school district 

in which a student seeks or intends to enroll. 

D. The right to file a complaint with the U.S. Department of Education concerning alleged 

failures by SPAA to comply with the requirements of FERPA. The name and address of 

the office that administers FERPA is: 

Family Policy 
Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, S.W. 
Washington, DC 20202-4605 

E. SPAA may make public at its discretion personally identifiable information from the 

education records of a student without parental consent if that information has been 
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designated as directory information by the school. This school unit has designated the 

following information as directory information: the student's name, participation in 

officially recognized activities and sports, weight and height of athletes, and honors and 

awards received.  Such information will not be disclosed if the parent of the student 

informs the school unit in writing within 10 days of the first student day of the school 

year or within 10 days after enrollment, that such information is not to be designated as 

directory information with respect to that student. Any such notice should be sent to the 

Head of School at the following address: 8 Goldenrod Lane, Sidney, Maine  04330 

F. Federal law permits military recruiters and institutions of higher learning to request and 

receive the names, addresses and telephone numbers of high school students upon 

request, unless the student’s parent or eligible student notifies the school unit that he/she 

does not want such information released. Such information will not be disclosed if the 

student’s parent or eligible student notifies the school unit, in writing, that such 

information should not be released without his/her written consent. Any such notice 

should be sent to:   

8 Goldenrod Lane, Sidney, Maine  04330 
G. Under Maine law, SPAA shall not publish on the Internet without written parental 

consent any information whether directory or otherwise, that identifies a student, 

including but not limited to the student’s full name, photograph, personal biography, e-

mail address, home address, date of birth, social security number and parents’ names.  

SPAA maintains a more extensive policy and procedure concerning education records. 

This policy and procedure can be obtained by contacting the Head of School. 

 
 
Legal Reference: 20 U.S.C. § 7908 
34 C.F.R. § 99.7 
20-A M.R.S.A. § 6001 
  
 

 
 
  



 
 

Snow Pond Arts Academy Charter School Application / 112  

 
A.4 Assessment  
 

● Comprehensive Assessment System 

 
SPAA continually seeks to use assessment data to inform instructional practices and program 

revisions and improve student learning. Our assessment system considers data sources at three 

levels: institutional data, program data, and individual student data. Curriculum maps will enable 

faculty to purposefully organize coursework to ensure that critical elements are covered and 

unnecessary repetition is eliminated. In-depth documentation of Maine’s Learning Results will 

refine this capability. 
 

A. Components of the Comprehensive Assessment Model 

a. Cyclical Assessment Cycle 

 
b.    Data Management System 

  B.  Individual Student Academic Assessment 
a. Universal Screening - The Northwest Education Association (NWEA) 

Measures of Academic Progress provides both an initial universal 

screening tool for math and ELA and a growth measure for these core 

subjects. NWEA provides the following reports that will maximize 

opportunities for data collection, analysis, application to curriculum 

improvement, and communication of progress to students and parents. 
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Report Title Primary Audience Purpose 

Student Progress Report 
Teachers (Secondary 

Audience: Parents and 

Students) 

Use to engage students and parents in learning 

via explaining areas of strength and concern; use 

to communicate about a student’s term-to-term 

growth; use to compare a student’s scores to the 

district’s mean score. 

Class Report 
 

Teachers 

Use to quickly assess student performance by 

class; use to compare classroom performance to 

national norms; use to determine breadth of 

instructional needs across a class. 
Use to see a breakdown of student performance 

by subject in a class; use to differentiate 

instruction. 
Class Breakdown by 

Goal 
 

Teachers 
Use to differentiate instruction; use to create 

skill-based workgroups.  

Achievement Status and 

Growth Summary 
Teachers 

Use to determine who needs intervention or 

enrichment; use to inform growth goals with 

students and compare actual growth to goals; use 

to monitor student growth by class. 

Student Goal Setting 

Worksheet 

Teachers (Secondary 

Audience: Parents and 

Students) 

Use to engage students in learning via explaining 

areas of strength and concern; use to set context 

regarding comparison with other students (district 

and nationwide); use to create SPAA’s Personal 

Learning Plan. 

Class Breakdown by 

Projected Proficiency 
Teachers 

Use to identify students for interventions; use to 

predict proficiency on state standards; use to 

predict college readiness as measured against 

ACT® benchmarks for students grade 5+ 

Summary by School  Educational leaders 
Use to identify performance trends over time and 

help evaluate programs; use to compare 

performance across grade levels. 
Student Growth 

Summary by School  
Educational leaders 

Use to compare average growth by grade level to 

national norms. 

Projected Proficiency 

Summary Grade 
Educational leaders 

Use to determine interventions; use to predict 

proficiency on state standards or; use to predict 

college readiness as measured against ACT® 

benchmarks  for students grade 5+. 
Reference:https://www.nwea.org/assessments/map/reporting-data/featured-reports-

measures-academic-progress-map-map-primary-grades/#sthash.TRkxIYBW.dpuf  
 

b. Formative Assessment Instruments 
 Analyses/Critiques 

Article reviews 

https://www.nwea.org/assessments/map/reporting-data/featured-reports-measures-academic-progress-map-map-primary-grades/#sthash.TRkxIYBW.dpuf
https://www.nwea.org/assessments/map/reporting-data/featured-reports-measures-academic-progress-map-map-primary-grades/#sthash.TRkxIYBW.dpuf
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Class Discussions 
Cooperative Learning 
Critical Writing 
Field Experiences 
Journal Writing 
Observation 
Peer teaching 
Reflective Writing 
Demonstrations 
Self-evaluation 

c. Summative Assessment Instruments 
Standardized assessments, including Maine’s State Assessment 
Curriculum Based Assessments 
Media/Technology projects 
Oral Presentations 
Portfolios 
Research papers 

 
 C.    Individual Student Social/Behavioral Assessment 

a. Universal Screening - The Strengths and Difficulties Questionnaire (SDQ) 

(Goodman, 1997), is a reliable and valid screening tool for students up to 

age 16, and is available in 92 languages.  There are student, parent, and 

teacher versions that provides rating in the following areas: emotional 

symptoms, conduct problems, attention/hyperactivity, peer relationship 

problems, and prosocial behavior. Snow Pond will administer this 

questionnaire to all incoming students (See Appendix K for 

questionnaire). 

 
Assessment Timeline 
  

Date Assessment 

September Universal Screening - Academic (NWEA), Social/Emotional (SDQ) 

October PSAT Grade 10 

December - 

February 
 WIDA ACCESS for ELLs® English language proficiency test 

December - April Personalized Alternate Assessment Portfolios (PAAP)  for grades 10, 

11 

January NWEA interim testing 

March - April  Maine High School Assessment (MHSA) science for grade 11 
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May SAT 

 
 
SPAA will gather and monitor information about students through a detailed multi-step system 
which tracks a student’s progress toward a high school degree. An auditing system will allow 
administrators and faculty access to all data elements relevant to progression toward meeting 
standards and completing requirements.The Head of School will be responsible for managing 
assessment data collection, analysis, reporting, and use for driving program improvement. 

 
Each course will be explicitly aligned to Maine’s Learning Results and assessments will include a 
variety of approaches consistent with Universal Design for learning principles.  
 
Assessment does not stand alone at SPAA but is a part of our cycle of continuous improvement 
and coordinated with professional development.  
 

 
 
SPAA’s Response to Intervention System is at the core of our assessment system and  insures 
that all students are regularly assessed and interventions are personalized to meet their needs.  
The RTI System is a comprehensive system that includes seven key components. The following 
document outlines these components. 

  
 
 
 

Components of Snow Pond Arts Academy Response to Intervention System 
  

Adapted from a self-evaluation tool provided to assist schools in examining their readiness to adopt RTI 
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practices created by the Maine Department of Education.    

  
  

 
 

Leadership 

Board and school level support at the highest levels, including agreement to adopt a RTI model 

and allocate required resources (general education, special education and other programs) 

Understanding of and commitment to a long term change process (3 or more years) 

Long term commitment of resources among general education, special education Title, ELL and 

other programs (staff, time and materials) for screening, assessment, and interventions 

School leadership team with basic knowledge of the research relative to RTI and the desire to 

learn more 

Expertise at the administrative level with respect to research based practices for academics and 

behavior 

Scheduling supports time allocations required for implementation (screening, data analysis, 
teaming, intervention planning/implementation/monitoring, P.D., etc.) 

 
  

Teaming 

Commitment to collaborative teaming (general education, special education and other 

programs)  

Leadership and staff (general education, special education and other programs) willing to 

participate  

Willingness for general education, special education, and other programs to work together  

Commitment from all team members to making student decisions through problem solving 

Focus on student outcomes vs. eligibility (team’s main purpose is not special education 

referral) 

Parents are notified and requested to participate in the three tier process as soon as their 

children go beyond Tier 1. 

 
  

Curriculum 
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Use of a Maine Learning Results aligned, research-validated core reading program; core math 

program; and writing program with 80% success rate as determined by local and/or state 

assessments. 

Use of or ability to acquire intervention materials 

A range of research-based instructional interventions for any student at risk of not reaching 

potential, including those identified as gifted/talented or those already experiencing academic 

failure (systematic model in place such as 3 tiered approach, pyramid of interventions, etc.) 

System in place to evaluate research-based interventions as to integrity/fidelity of 

implementation 

Capacity to provide ongoing training and support to ensure fidelity of implementation 

Use of school-wide behavioral expectations with uniform rules and reinforcements. 

 
  

Use of Data 

Universal screening system, including Curriculum Based Measurements,  to assess strengths 

and challenges of all students in academic achievement, talents and behavior 

Structured data conversations occurring to inform instructional decisions 

Progress monitoring using Curriculum Based Measurements (CBMs) or behavioral charting that 

is systematic, documented and shared 

Other direct measurements of achievement and behavior (learning benchmarks) that have a 

documented/predictable relationship to positive student outcomes (i.e., you are measuring steps 

to achieving a standard) 

Data management systems in place (technology support) 

Special Education eligibility determinations made using the RtI model for pre-referral 

documentation. 

  
  
 

Service Delivery System 

All programs or resources that are intended to improve students’ academics or behaviors are 

inventoried and organized into a three tiered system of delivery in the following areas: 

•        Language Arts Grades 9-12 
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•        Mathematics Grades 9-12 

•        Social Skills/Behavior Grades 9-12 

Progress  is monitoring using Curriculum Based Measurements (CBMs) or behavioral charting 

in: 

•        Tier 1 ( 3 X per year) 

•        Tier 2 (1 - 2 X per month) 

•        Tier 3 (weekly to bi-weekly, or every 10 sessions) 

Additional instructional time is provided for: 

•        Tier 2 ( 30 min. per day) 

•        Tier 3 ( 30 – 60 min. per day) 

Progress monitoring data determines effectiveness of interventions and moves students through 

tiers. 

  
  

Monitoring and Action Planning 

A strategic implementation plan exists and is used by the School Based Leadership Team to 

guide the implementation of the RtI model. 

School based Leadership Team meets at least twice each year to review data and 

implementation issues. 

Feedback on the outcomes of the RtI Project is provided to school based faculty and staff at 

least annually. 

Changes to the strategic plan are documented and dated. 

Charted or graphed information is regularly shared with students and parents. 

  
  

 Professional Development 

The staff has received an overview of the RtI Model and understands its general features. 

Parents are provided information on the RtI Process. 

Professional Development is job-embedded and ongoing. 
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Includes follow-up (e.g., coaching, professional dialogue, peer feedback, etc.) 

Key school personnel are identified for enhanced training in specific components of the three 

tier model (screening, intervention, data analysis) to build school capacity and ensure 

sustainability. 

Professional development addresses relevant areas such as: 

•        Collaborative decision-making (e.g., professional learning communities) 

•        Effective use of data, including that gathered through ongoing progress monitoring, in 

making educational decisions 

•        Curriculum evaluation for effectiveness 

•        Collaborative delivery of instruction/interventions 

•        Research-based instructional practices, including supporting materials and tools 

•        What constitutes “interventions” versus “accommodations and modifications” 

•        Prescriptive and varied assessment techniques (targeted assessments, CBMs, error 

analysis, etc.) 

•        Progress monitoring techniques 

•        Parent engagement strategies 

•        Differentiated Instruction 

•        Content based instruction 

•        School wide behavior support 

•        Special Education pre-referral documentation using RtI model 

  
  
  
  
    

Glossary of Terms for Response to Intervention 
  

Core Curriculum (Core Program)  The core curriculum is the course of study deemed critical and 
usually made mandatory for all students of a school or school system. Core curricula are often instituted 
at the elementary and secondary levels by local school boards, Departments of Education, or other 
administrative agencies charged with overseeing education. As mandated by No Child Left Behind, core 
curricula must represent scientifically-based practice.                   
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Curriculum-Based Assessment (CBA)  CBA is a broader term than Curriculum-Based Measurement 
(CBM), as defined by Tucker (1987). CBM meets the three CBA requirements: (1) measurement 
materials are aligned with the school’s curriculum; (2) measurement occurs frequently; and (3) 
assessment information is used to formulate instructional decisions. Tucker, J. (1987). Curriculum-based 
assessment is not a fad. The Collaborative Educator, 1, 4, 10. 
  
Curriculum-Based Measurement (CBM)   CBM is an approach to measurement that is used to screen 
students or to monitor student progress in mathematics, reading, writing, and spelling. With CBM, 
teachers and schools can assess individual responsiveness to instruction. When a student proves 
unresponsive to the instructional program, CBM signals the teacher/school to revise that program. CBM is 
a distinctive form of CBA because of two additional properties: (1) Each CBM test is an alternate form of 
equivalent difficulty; and (2) CBM is standardized, with its reliability and validity well documented. 
  
Data Point  A data point is one score on a graph or chart, which represents a student’s performance at 
one point in time. 
  
Differentiated Instruction  Differentiated instruction refers to educators tailoring the curriculum, teaching 
environments, and practices to create appropriately different learning experiences for students in order to 
meet each student’s needs. To differentiate instruction is to recognize students’ varying interests, 
readiness levels, and levels of responsiveness to the standard core curriculum and to plan responsively 
to address these individual differences. There are four elements of the curriculum that can be 
differentiated: content, process, products, and learning environment.  
   
Early Intervening Services  Early intervening services are the preventative components of No Child Left 
Behind and the Individuals with Disabilities Education Act of 2004. Early intervening services are 
implemented to benefit students who manifest risk for poor learning outcomes but have not been 
identified as needing special education or related services. 
  
Evidence-Based Practice  Evidence-based practices are educational practices and instructional 
strategies that are supported by scientific research studies. 
  
Fidelity of Implementation  Fidelity refers to the accurate and consistent provision or delivery of 
instruction in the manner in which it was designed or prescribed according to research findings and/or 
developers’ specifications.  Five common aspects of fidelity include: adherence, exposure, program 
differentiation, student responsiveness, and quality of delivery. 
  
Formative Assessment  Formative assessment is a form of evaluation used to plan instruction in a 
recursive way. With formative assessment, student progress is systematically assessed to provide 
continuous feedback to both the student and the teacher concerning learning successes and failures. 
With formative assessment, teachers diagnose skill, ability, and knowledge gaps, measure progress, and 
evaluate instruction. Formative assessments are not necessarily used for grading purposes. Examples 
include (but are not limited to): CBM, CBA, pre/post tests, portfolios, benchmark assessments, quizzes, 
teacher observations, and teacher/student conferencing. 
    
Goal Line (sometimes referred to as an aimline)  The goal line on a graph connects the intersection of 
the student’s initial performance level and date of that initial performance level to the intersection of the 
student’s year-end goal and the date of that year-end goal. It represents the expected rate of student 
progress over time. 
  
IDEA  IDEA stands for Individuals with Disabilities Education Improvement Act of 2004, also referred to 
as IDEA 2004. It was originally passed in 1975 with the latest reauthorization in 2004. It is a federal 
statute related to providing a free, appropriate, public education and early intervening services to students 
with disabilities ages birth through 21. 
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Intensive Intervention  Intensive academic and/or behavioral interventions are characterized by their 
increased focus for students who fail to respond to less intensive forms of instruction.  Intensity can be 
increased through many dimensions including length, frequency, and duration of implementation. Within 
RTI, intensive is sometimes referred to as tertiary intervention. 
   
Primary (Tier I) Level of Intervention   Primary intervention is the universal core program that all 
students receive.  
  
Problem-Solving Approach within RTI Within RTI, a problem-solving approach is used to individually 
tailor an intervention. It typically has four stages: problem identification, problem analysis, plan 
implementation, and plan evaluation.  
  
Progress Monitoring  Progress monitoring is used to assess students’ academic performance, to 
quantify a student rate of improvement or responsiveness to instruction, and to evaluate the effectiveness 
of instruction. Progress monitoring can be implemented with individual students or an entire class.  
   
Response to Intervention (RTI)  Response to intervention integrates assessment and intervention 
within a multi-level prevention system to maximize student achievement and  reduce behavior problems. 
With RTI, schools identify students at risk for poor learning outcomes, monitor student progress, provide 
evidence-based interventions and adjust the intensity and nature of those interventions depending on a 
student’s responsiveness, and identify students with learning disabilities. 
   
Secondary (Tier II) Level of Intervention  Secondary intervention supplements primary intervention 
(i.e., the universal core program) such that students receive additional research-based preventative 
treatment.  Secondary level interventions are often short-term, implemented in small group settings, and 
may be individualized. 
    
Summative Assessment  Summative assessment is a form of evaluation used to describe the 
effectiveness of an instruction program or intervention, that is, whether the intervention had the desired 
effect. With summative assessment, student learning is typically assessed at the end of a course of study 
or annually (at the end of a grade). 
  
Tertiary (Tier III) Level of Intervention  Tertiary intervention supplements primary and secondary 
interventions to intensify instruction (see intensive intervention). Tertiary level of intervention often occurs 
under the auspices of special education. Individualized education program (IEP) goals are established; 
individualized student programs are developed formatively using systematic progress monitoring; and 
student progress data are also used to determine when a student may return to secondary or primary 
prevention. Tertiary level of intervention is usually implemented individually or in very small groups.  
  
Tiered Instruction  Tiered instruction describes levels of instructional intensity within a multi-tiered 
prevention system.  
  
Universal Screening  Universal screening is conducted, usually as a first stage within a screening 
process, to identify or predict students who may be at risk for poor learning outcomes. Universal 
screening tests are typically brief; conducted with all students at a grade level; and followed by additional 
testing or short-term progress monitoring to corroborate students’ risk status. 
  
This glossary was compiled using the following resources: The RTI Glossary of Terms developed 
by the IDEA Partnership at NASDSE, the RTI Action Network Glossary, the National Center on 
Student Progress Monitoring, the National Center on Response to Intervention, the New Mexico 
Public Education Department RTI Glossary, the Georgia Department of Education RTI Glossary, 
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the South Carolina Department of Education RTI glossary, and the North Carolina Department of 
Public Instruction 
 
 

● Reporting 
 

SPAA is committed to engaging and involving parents in the education of their children.  It is 
also critical that students receive timely and frequent feedback on their progress to promote 
self-regulation and self-efficacy.  Given that, SPAA has developed a robust and comprehensive 
reporting schedule. 
 

Type of Assessment Provided to: Frequency of 
Administration 

Frequency of 
Reporting  

Universal Screenings 
- Academic & 
Social/Behavioral 

Students/Parents Annually Annually in 
September 

In class assessments Students/ Parents weekly weekly/on demand 

Growth measures 
(NWEA) 

Students/parents bi-annually bi-annually 

Progress 
Reports/Curriculum 
based measurements 

Students/parents mid-semester 2 times a year, mid-
semester 

Standards-Based 
Report cards 

Students/parents semester basis each semester 

Standardized testing Students/parents annually annually 

Habits of Mind Students/Parents semester basis each semester 

 
 

● Promoting Students and Graduation 
 
Snow Pond Arts Academy's integrated school model does approach grade levels in the 
traditional manner but builds in the flexibility for students to spend variable amounts of time 
on academics each week, thus upholding learning as a constant and time as a variable. Students 
will be required to meet all standards set forth by the Common Core and Maine Learning 
Results, but they may meet these standards at a different pace than their peers. Students will 
be promoted if they meet expectations for their core classes and meet their personal learning 
goals. If students fail a core class, they will be required to enroll in remedial instruction, credit 
recovery or summer school to ensure they acquire the necessary content mastery and 
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academic skills to guarantee their success in the following grade. The flexible Friday schedule 
and the 30 minute flexible time built into each day allow time in the week to meet the personal 
academic needs of students. 
 
It is important to note that SPAA’s response to interventions model and highly supportive 
school environment are designed to ensure students do not fail. Data on academic achievement 
are collected weekly and interventions are implemented in a timely manner to prevent failure. 
SPAA’s philosophy is that when students are not being successful, they are not being provided 
with the right supports or have inappropriate goals.SPAA’s practice of differentiating the 
curriculum and our collaborative learning environment should foster student success.  
 
 

● Educational Program Modifications 
 
As previously stated, Snow Pond Arts Academy teachers are expected to be proactively 
assessing and modifying the curriculum based on formative assessments collected within the 
response to intervention system. SPAA has also set aside generous professional development 
time embedded in the schedule each week during the school year. This will allow ample time 
for  evaluating the academic program as a group and making necessary changes. In addition, 
SPAA recognizes that unanticipated problems will arise at various times during the year, 
particularly in the first few years of operation. Our ED/Head of School and other administrators 
will have an open‐door policy and will address problems as needs arise. 
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● Tab 8.  Performance Measures (Indicators)Template 
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Performance Measures (Indicators) 

TAB 8 

  
Charter School Name:  Snow Pond Arts Academy 

  

Indicator and 

Measure 

Target Documentation to 

be Provided by 

School  

Student Academic Proficiency: State 

Assessments 
Measure 1: Proficiency on State 

Assessments in reading. 

  
  

60% of Students will demonstrate proficiency or higher in 
standards by the end of Year 1.  

  Annual State Assessments 
 

Student Academic Proficiency: State 

Assessments 
Measure 2: Proficiency on State 

Assessments in math. 

  
  

50% of Students will demonstrate proficiency or higher 
by the end of Year 1. 

Annual State Assessments 
A minimum of three assessments 
demonstrating proficiency using 10 
standards-based rubrics (See 
Appendix E). 
PSAT 
SAT 

Student Academic Proficiency: School 

Selected Assessments 
Measure 1: Growth on school selected 

standardized test in reading. 

  

 There will be 2% annual growth of continuously enrolled 

cohort. 

 

 NWEA 

Student Academic Proficiency: School 

Selected Assessments 
Measure 2: Growth on school selected 

standardized test in math. 

  

 There will be 2% annual growth of continuously enrolled 

cohort. 

 

 NWEA 

Student Academic Proficiency: School 

Selected Assessments 

  
  

    

Student Academic Proficiency: School 60% of Students will demonstrate proficiency or higher in  NWEA 
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Selected Assessments 
Measure 4: Proficiency on school 

selected standardized test in reading. 

standards by the end of Year 1.  

Student Academic Proficiency: School 

Selected Assessments 
Measure 5: Proficiency on school 

selected standardized test in math. 

50% of Students will demonstrate proficiency or higher in 
standards by the end of Year 1.  

 NWEA 

Student Academic Proficiency: School 

Selected Assessments 
Measure 6: Proficiency on school 

designed assessment program 

measuring reading growth 

  

60% of Students will demonstrate proficiency or higher in 
standards by the end of Year 1.  

 A minimum of three assessments 

demonstrating proficiency using 10 

standards-based rubrics (See 

Appendix E). 

 

Student Academic Growth: State 

Assessments 
Measure 1: Same cohort growth on 

State Assessment in ELA 

  

  There will be 2% annual growth of continuously 

enrolled cohort. 

 

 Maine State Assessment 

Student Academic Growth: State 

Assessments 
Measure 2: Same cohort growth on 

State Assessment in math 

  

  There will be 2% annual growth of continuously 

enrolled cohort. 

 

 Maine State Assessment 

 

Student Academic Growth: State 

Assessments 
Measure 3: Successive cohort growth 

on State Assessment in ELA 

  

  There will be 2% annual growth of continuously 

enrolled cohort. 

 

 Maine State Assessment 

 

Student Academic Growth: State 

Assessments 
Measure 4: Successive cohort growth 

on State Assessment in math 

  

  There will be 2% annual growth of continuously 

enrolled cohort. 

 

 Maine State Assessment 

 

Achievement Gaps 
Measure 1: Gaps in proficiency and 

growth between major student 

subgroups on Maine State 

Assessment. 

  

 Gaps will be identified and measurable targets set by 

year four when first cohort  Maine State Assessment 

results are available. 

 Maine State Assessment 

Achievement Gaps 
Measure 2: Gaps in proficiency and 

growth between major student 

subgroups on school selected 

assessment 

  

 Gaps will be identified and measurable targets set by 

year two when first cohort  NWEA results are available. 
 NWEA 
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Student Attendance 
Measure 1: Average Daily Attendance 

Rate 

  

 Average Daily Attendance will be 95%.  Attendance records 

Student Enrollment 
Measure 1: Maintaining student 

enrollment throughout the year. 

 90% retention each year.  Enrollment data 

Student Enrollment 
Measure 2: Student re-enrollment 

from one year to the next 

 90% re-enrollment each year. 

 

  Enrollment data 

Student Enrollment 
Measure 3: Student enrolled 

continuously for multiple years 

  

  90% continuous enrollment for multiple years. 

 

  Enrollment data 

Financial Performance and 

Sustainability 
Measure 1: Budget versus actual 

revenue and expenditures 

  

 
●  Percentage variation between budget and 

actual revenue and expenditures (+/‐ 10%)   

● Balance Sheet (Quarterly review)   

● Presence of management findings of 

deficiencies on an audit report, and success in 

correct findings (Annual external audit report 

for each fiscal year) 

 Quarterly Financial reports 

Governance Board Performance & 

Stewardship 
Measure 1: Public accountability – 

Transparent, responsive, and legally 

compliant Board operations 

  

 
● Frequency of governance board meetings to 

be negotiated in contract (weekly, via 

telephone conference line or in‐person;  

●  Evidence of bylaws and policies in place and 

are regularly reviewed. (In application)   

● Meeting minutes made publicly available 

(e.g., internet) within timely fashion (Posted 

within 30 days of approval on website) 

State and Federal IRS forms are 

regularly filed and available to the 

public   
Authorizer to conduct semi‐annual 

interviews with Governance Board 

Chair and Executive Director/Head 

of School. 

Adequacy of Facilities Maintenance in 

Support of Program 
Measure 1: Facility meets State 

standards 

  

 
Executive Director/Head of School will provide an annual 

report to the Board of Directors related to:  
●  Percentage of over or under cost projection 

on facilities (+/‐ 5%)   

● Rate of room utilization  

●  Daily cleaning logs   

● Maintenance requests and time completed  

●  Updated 1‐3‐5 year plan for capital 

improvements 

Annual review of maintenance and 

capital improvements 

Transportation & Food Service 
Measure 1: Record of costs and 

student utilization 

 Executive Director/Head of School will provide an 

annual report to the Board of Directors related to:  
● transportation costs 

 Annual review of Transportation 

and Food Service 



 
 

Snow Pond Arts Academy Charter School Application / 128  

● number of students transported/frequency 

● food service costs 

● number of students served/frequency 

● free and reduced lunch data 

School Social and Academic Climate 
Measure 1: Instances of bullying, 

harassment, or other abusive 

practices. 

  
  

Initial data will indicate baseline in year 1.  measurable 

goals will be set to reduce instances of bullying, 

harassment, or other abusive practices 

  
Annual review of data on bullying 

and harassment. 
State and federally required 

reporting 

School Social and Academic Climate 
Measure 2: Confidential survey of 

parents, staff, and students. 

  

● School will participate in the state student 

climate surveys; data compared with 

comparison schools 

● SPAA will create and disseminate anonymous 

surveys to parents and staff annually 

● Goals will be set after baseline data collected 

and analyzed 

 Annual review of data on school 

social and academic climate 

Parent and Community Engagement 
Measure 1: 

  

SPAA will host parent/student conferences twice/year 

and will document the related activities, conversations, 

and decisions accordingly.  Our goal is to have 100% 

parental involvement in at least one parent/teacher 

conference  per year.  

● Documentation of the 

ways in which parents 

participate as well as the 

amount of time they 

contribute.   

● Documentation of 

growing portfolio of 

corporate and 

community partners, 

aiming for added breadth 

(growing pool of 

partners) and depth 

(deeper engagement 

with partners). 

 

Parent and Community Engagement 
Measure 2: 

  

SPAA will send, at a minimum, monthly communications 

to parents via e‐mail and/or web‐posting to advise them 

of school happenings and important upcoming dates and 

decisions.  

 Record of communications 

Parent and Community Engagement 
Measure 3: 

  

 SPAA will document parent/guardian participation in 

volunteer groups and activities to gather baseline 

information for year 1 and set goals for improvement 

moving forward 

P/CSC/Monitoring/Monitoring-

Perf. Indicators/4-2015 BLANK 
School Performance Measures. 

Parent and Community Engagement 
Measure 4: 

90% of parents will attend after school activities, events, 

or performances. 
P/CSC/RFP TABS EXH A-E/ TAB 8 

Performance Measures. 
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A.5 School Climate and Discipline 
 

● Safe and Supportive School Climate 
 
The Habits of Mind (HoM) approach encompasses the principles that will guide insure a safe 
and supportive school climate.  Respect of self, others, the community and the natural 
environment are not only embedded in our curriculum, assessment system, and individualized 
approach to learning; we use these values as the basis for interactions and conversations 
between faculty and students and among students themselves.  Respect is an expectation at 
SPAA. Students will be respected and in turn will be expected to be respectful. This approach is 
essential to our integrated, individualized approach to teaching and learning in which 
cooperative learning is more prominent than a traditional classroom model. The metaphor of 
an orchestra is appropriate for our school. Individual preparation is essential but the interaction 
and collaboration with others is the pinnacle of the learning experience. 

 
Students create a code of behavior based on the values put forward in the Habits of Mind. The 
entire student body has a chance to comment on which values are most important and then 
choose two or three key values that will guide behavioral expectations for the year. This work is 
done in a combination of small and whole group settings, culminating in a vote on the key 
values by the whole group. This process provides student voice to a critical area of student 
engagement. These values are then re-iterated throughout the year as guidelines for how 
everyone in the learning environment is expected to behave. Students and faculty have 
ownership of these values.   
 
Habits of Mind Approach 
It is the intent that SPAA be a respectful, safe, and supportive community to all students, 
teachers, administrators, and visitors.  The Habits of Mind (HoM) provides the framework and 
encompasses the principles that will guide and insure that SPAA is a learning community with 
full participation of students, teachers, and administrators.  The following components of the 
Habits of Mind will contribute to creating and sustaining a learning community: 
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Each of these Habits of Mind will be highlighted for two weeks and will be the subject of 
discussions, recognition, and self-reflection for the entire school community.  
 
SPAA students will be full participants in creating and upholding behavioral norms for 
classrooms, rehearsal venues, and the entire school.  In addition, students will set goals in their 
Personal Learning Plan based on the Habits of Mind or other goals recognized by the student or 
staff. 

 
 

● Bullying and Harassment  
 
Snow Pond Arts Academy maintains that it is critical that all members of the SPAA community 
respect each others' rights, individuality, and differences. Courtesy, tolerance and mutual 
respect provide the platform for sharing, learning, innovation and personal development. 
Accordingly, it is the policy of SPAA to prohibit harassment of any kind, including harassment 
based on gender, race, color, creed, religion, national origin, age, disability, sexual orientation 
or of a sexual nature. 
 
SPAA will implement a strong anti‐bullying curriculum as part of an inclusion strategy for all 
students but especially for those on the autism spectrum. According to the National Institute of 
Mental Health, up to 25% of adolescents may experience mental, emotional, or behavioral 
disabilities which may result in social exclusion or isolation. To this end, SPAA will adhere to 
Maine LD 1237, An Act to Prevent Bullying and Cyberbullying in Schools. In collaboration with 
school staff and students, SPAA will develop policies and procedures to prevent bullying and 
harassment in school and to proactively intervene when cases of bullying or harassment are 
found to have occurred. Specifically, SPAA will draw upon research‐based practices and 
programs.  In addition to preventing bullying and harassment, SPAA is committed to the 
overarching goal of creating a positive school climate which is often the most effective way to 
prevent bullying behavior. 
 
SPAA believes that the most effective anti‐bullying curricula create safe environments in 
which students feel safe discussing ways in which they have been bullied or harassed 
in the past. When students share their stories, they can help other victims feel supported as 
they work to address the situation in a constructive manner. SPAA will implement curriculum 
that encourages students to take the lead in making sure students are not victims of bullying or 
harassment in their school. SPAA has already outlined ways in which we would encourage a 
safe and supportive environment. We will provide open forums to focus on this issue and will 
encourage students to engage in open discussions and work together to find positive solutions. 
Our Paideia Model provides an excellent framework for these kinds of conversations.  Students 
will encourage each other to bring any issues to the attention of a teacher of the Head of 
School so they can address the issue. Any students victimizing other students will be subject to 
disciplinary action, as our discipline policy stipulates in Tab 9. 
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● Social and Emotional Services 
 

As part of our Response to intervention system, all SPAA students will be screened for social 
and behavioral skills using The Strengths and Difficulties Questionnaire (SDQ) (Goodman, 1997) 
located below. The SDQ is  also available in Appendix K.   Any necessary goals in this area will be 
incorporated into students’ Personal Learning Plans. Necessary interventions that go beyond 
what is provided for all students will be implemented as indicated. 
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SPAA staff would refer students with mental health concerns to Day One Crisis and Counseling 
Services or to counseling services in their home communities. We would work closely with 
these counseling service providers to either provide services directly to students with mental 
health concerns, or to collaborate on the provision of services to these teens. 
 
We ensure that faculty, staff and administration collaborate on meeting the needs of these 
students by building common meeting time in the daily schedule. 
 
 

● School Staff and Administration Collaboration 
 
Teachers and staff recognize the unique potential of all students and are dedicated to creating 
an environment in which all students can achieve at high levels. When students are 
experiencing difficulties, SPAA teachers and staff will collaboratively and creatively evaluate the 
problem by looking at their instructional practices, the curriculum, and additional student 
needs. This attitude will help students recognize that they will not be blamed for wrong ideas or 
poor performance but will be supported as they work to improve. In this way, school staff and 
administration can ensure that the programs, resources and services provided meet the 
academic, social and emotional needs of the student population.   

 
 

● Family Involvement 
 
Snow Pond Arts Academy acknowledges the rich support our students' parents and families 
will provide and the primacy of parents as the educational decision-makers for their children. 
As we recruit students, we will reach out to families to help them understand the importance of 
an arts-based education and the potential of their children to achieve at high levels both 
academically and professionally in the arts or any other field. We want our students' families to 
be excited about our mission and vision and to support their students in their academic 
endeavors. Families will be invited to student presentations and performances at various times 
throughout the year so they can see their students' progress and honor their accomplishments. 
 
SPAA is committed to taking advantage of the rich resources available in the community. One 
such resources is the families of SPAA students. If family members of  students are successful 
professionals in arts‐related fields or other fields that correlate with the goals and objectives of 
the school, SPAA will invite them to visit the school and discuss their career with interested 
students. Such parents can also view student presentations and performances and provide the 
same type of feedback students can expect to receive in the workplace. SPAA may also ask if 
these parents are willing to allow SPAA students to visit their workplaces and possibly intern 
there for a semester. 
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● Emergency Response Plan 
 
In the event of emergencies related to fire, water damage, bomb threat, and other potentially 
dangerous situations, that require moving students to a safe place, we have designed an 
Emergency Response Plan that is also available in Tab 11.  The objectives of this plan are to 1) 
assure emergency preparedness and develop safe response procedures and 2) provide 
guidelines for communication for the SPAA community during a disaster.  Snow Pond Arts 
Academy is committed to the safety and security of students, faculty, staff, and visitors on its 
campus. This plan is a blueprint that relies on the commitment and expertise of individuals 
within and outside of the school community. Furthermore, clear communication with 
emergency management officials and ongoing monitoring of emergency management practices 
and advisories is essential. 
 
 

● Compliance 
 
Snow Pond Arts Academy's anti‐bullying policy is in compliance with Maine LD 1237. Our crisis 
management plan is in compliance with Statute Title 20‐A 1001.16. Our policies for supporting 
students with social and emotional needs is in compliance with IDEA and MSRA 05‐071 Chapter 
101. 
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● Tab 9.  School Discipline Policy 
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School Discipline Policy 

 
The Snow Pond Arts Academy views the process of maintaining student discipline as an integral 

part of fostering individual student growth.  It is the intent of SPAA that disciplinary procedures 

be designed to encourage students to take responsibility for their actions and for the 

consequences of their actions. 
 
Discipline, based on faith in the worth and dignity of each individual, is a positive form of 

guidance, rather than a punishing device.  Any form of discipline that impairs the student's self-

respect should be avoided.  The teacher's role is one of a strong leader helping students grow 

toward self discipline and self direction.  A dynamic school program that is adapted to the needs 

and interests of the students will help keep discipline problems to the minimum. 
 
The first disciplinary priority is prevention.  The staff will consistently seek out and implement 

management strategies that prevent student behavior requiring a disciplinary response. 
 
It is the policy that school staff shall administer discipline in a kind, firm and judicious manner.  

In responding to problematic student behavior, the staff will place priorities as follows: 
 
        1.      Involve parents in the process as much as circumstances will allow. 
 
        2.      Ensure that the same rules governing student behavior are applied to all  

students. 
 
        3.      Make each response appropriate to the infraction.  Specifically: 
                a.     for minor violations establish consequences to be applied uniformly 

to all students; 
                 b.     for serious or repeated violations base the consequence on the 

        student's disciplinary history, the details of the incident, and the 
        needs of the student; and 

                c.     specify the distinction between minor and serious violations in the 
administrative regulations. 

 
        4.      Take corrective action as quickly as possible. 
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● Tab 10.  School Seclusion and Restraint Policy 
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USE OF PHYSICAL RESTRAINT AND SECLUSION 

  
Snow Pond Arts Academy has adopted this policy to implement the standards for use of physical 

restraint and seclusion with students, as required by state law and regulations, and to support a safe 

school environment. Physical restraint and seclusion, as defined by this policy, may only be used as 

an emergency intervention when the behavior of a student presents a risk of injury or harm to the 

student or others. 
  
The ED/Head of School has overall responsibility for implementing this policy and the 

accompanying procedure, but may delegate specific responsibilities as he/she deems appropriate.  
1. Definitions 
The following definitions apply to this policy and procedure: 
A. Physical restraint: An intervention that restricts a student’s freedom of movement or normal 

access to his or her body, and includes physically moving a student who has not moved voluntarily.  
Physical restraint does not include any of the following: 
1. Physical escort: A temporary touching or holding inducing a student to walk to another location, 

including assisting the student to the student’s feet in order to be escorted. 
2. Physical prompt: A teaching technique that involves physical contact with the student and that 

enables the student to learn or model the physical movement necessary for the development of the 

desired competency. 
3. Physical contact: When the purpose of the intervention is to comfort a student and the student 

voluntarily accepts the contact. 
4. A brief period of physical contact necessary to break up a fight. 
5. Momentarily deflecting the movement of a student when the student’s movements would be 

destructive, harmful or dangerous to the student or others. 
6. The use of seat belts, safety belts or similar passenger restraints, when used as intended during the 

transportation of a child in a motor vehicle. 
7. The use of a medically prescribed harness, when used as intended; the use of protective equipment 

or devices that are part of a treatment plan prescribed by a licensed health care provider; or 

prescribed assistive devices when used as prescribed and supervised by qualified and trained 

individuals. 
8. Restraints used by law enforcement officers in the course of their professional duties are not 

subject to this policy/procedure or DOE Rule Chapter 33. 
9. DOE Rule Chapter 33 does not restrict or limit the protections available to school officials under 

20-A M.R.S.A. § 4009, but those protections do not relieve school officials from complying with this 

policy/procedure. 
B. Seclusion: The involuntary confinement of a student alone in a room or clearly defined area from 

which the student is physically prevented from leaving, with no other person in the room or area with 

the student. 
Seclusion does not include: 
1.       Timeout: An intervention where a student requests, or complies with an adult request for, a 

break. 
  
2. Procedures for Implementing Physical Restraint and Seclusion 
The requirements for implementing physical restraint and seclusion, as well as incident notices, 

documentation and reporting are included in the accompanying procedure. 
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3. Annual Notice of Policy/Procedure 
SPAA shall provide annual notice to parents/legal guardians of this policy/procedure by means 

determined by the Head of School/designee. 
4. Training Requirements 
A. All school staff and contracted providers shall receive an annual overview of this 

policy/procedure. 
B. SPAA will ensure that there are a sufficient number of administrators/designees, special education 

and other staff who maintain certification in a restraint and seclusion training program approved by 

the Maine Department of Education. A list of certified staff shall be updated annually and maintained 

in the Head of School’s Office, in each school office and in the school unit’s Emergency 

Management Plan. 
5. Parent/Legal Guardian Complaint Procedure 
A parent/legal guardian who has a complaint concerning the implementation of this policy/procedure 

must submit it in writing to the Head of School as soon as possible. The Head of School/designee 

shall investigate the complaint and provide written findings to the parent/legal guardian within 

twenty (20) business days, if practicable. 
A parent/legal guardian who is dissatisfied with the result of the local complaint process may file a 

complaint with the Maine Department of Education. The Department of Education will review the 

results of the local complaint process and may initiate its own investigation at its sole discretion. The 

Department shall issue a written report with specific findings to the parent/legal guardian and the 

school unit within 60 calendar days of receiving the complaint. 
  
Legal References: 20-A M.R.S.A. §§ 4502(5) (M); 4009 -- 
Me. DOE Reg., ch. 33 
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INCIDENT REPORT 
PHYSICAL RESTRAINT or SECLUSION OF A STUDENT 
  

NAME OF SCHOOL/PROGRAM: DATE OF REPORT: 

NAME OF PERSON COMPLETING THE REPORT: 

  

STUDENT INVOLVED 

  
STUDENT NAME:  

  
Age: 

  
Gender: 

  
Grade: 

STUDENT HAS (Check all that apply) 

  IEP   IHP 

  504 Plan   Other Plan (Identify) 

  Behavior Plan   None of these plans 

     

  
DESCRIPTION OF INCIDENT: 

DATE OF INCIDENT:   

BEGINNING TIME OF INCIDENT: ENDING TIME OF INCIDENT: 

TOTAL INCIDENT TIME:   

  

LOCATION OF INCIDENT (BE SPECIFIC): 

 Classroom       Bathroom        Hallway           Specials Room      Gym 
 Cafeteria          Playground      Front of School  Lobby                    Vehicle 
 Library            Office              Community  ____________________    Other ____________________ 

  
ANTECEDENTS (Describe Detail; Prior to Behavior) 

  
 Loud Noise(s): 

________________________ 
 Delivering Academic Instruction: _______________ 
 Limit Setting/Redirection: _______________ 
 Space Intrusion: _______________________ 
 Difficult Task: ______________________ 

  
 Peer Interaction(s): ____________________ 
 Teacher Directives: _______________ 
 Activity Characteristic(s): ______________ 
 Crowding/Proximity: __________________ 
 Unclear/Undetected: ___________________ 
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 Transition: __________________________ 
 Novel Activity/Person/Item: _______________ 
 Schedule Change: ____________________ 

 Waiting: _____________________________ 
 Other ________________________________ 

  
BEHAVIORAL ANTECEDENTS (Prior to Behavior) 

 Body Movement(s): ____________________ 
 Facial Expression(s): ___________________ 
 Vocal/Verbal: ________________________ 
 Noncompliance: ______________________ 

 Confused/disoriented: __________________ 
 Ambulation/Pacing: ___________________ 
 Other: ______________________________ 

  

 LEAST RESTRICTIVE INTERVENTIONS- check all used and be specific 

 Differential Reinforcement: 

__________________ 
 HELP (Safety-Care): _______________________ 
PROMPT (Safety-Care): _____________________ 
WAIT (Safety-Care): _________________________ 
  Incident Minimization Technique: 

_____________________________________________ 
Verbal Directive(s): _________________________ 
 Verbal De-escalation: ________________________ 

 Physical Prompt: ___________________________ 
 Low stimulus environment offered: ____________ 
 Relocation: ________________________________ 
 Support Offered: __________________________ 
 Retreat/Re-Approach: ________________________ 
 Increased Monitoring: _______________________ 
 Other: ____________________________________ 

  

RESPONSE TO INTERVENTIONS – check all that apply 

 Independent Calm: ________________________________________________________ 
 Re-entered previous situation: _______________________________________________ 
 Activity Participation: _____________________________________________________ 
 De-Brief/Processing: ______________________________________________________ 
 Continued Escalation w/out increasing: ________________________________________ 
 Increased Escalation: ______________________________________________________ 
 Other: __________________________________________________________________ 

  

DESCRIPTION OF THE INCIDENT:  including the resolution and process of return 

of student to program if appropriate.  (if another student is involved, use only their 

initials) 
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IF NO Less restrictive interventions WERE tried prior to the use of physical 

restraint/seclusion – EXPLAIN WHY       

  

  

  

  

STUDENT BEHAVIOR JUSTIFYING USE of PHYSICAL 

RESTRAINT/SECLUSION 

 Imminent risk of serious harm   No other practical way to prevent serious harm   Risk of intervening > not intervening 
DESCRIBE: 

  

  

  

DESCRIPTION OF RESTRAINT OR SECLUSION; STAFF INVOLVED 

REMEMBER:   2 adults for restraints & 1 adult for seclusion is required (minimum) 

Detailed description of the physical restraint/seclusion used: 

  

  

  

Staff person involved Their role in the use of 

physical restraint/seclusion 
Certification, if any, in an 

approved training program 
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DID RESTRAINT OR SECLUSION LAST MORE THAN 10 MINUTES: 

  Yes 

If yes, time of notification to the Administrator & approval to continue restraint or 

seclusion-(every 10 minutes required):        

      

  

  No 

BEGINNING TIME OF RESTRAINT/SECLUSION: ENDING TIME OF RESTRAINT/SECLUSION: 

BEGINNING TIME OF RESTRAINT/SECLUSION: ENDING TIME OF RESTRAINT/SECLUSION: 

BEGINNING TIME OF RESTRAINT/SECLUSION: ENDING TIME OF RESTRAINT/SECLUSION: 

  
  

BODILY INJURY OF STUDENT OR STAFF 

  

Did the student or staff sustain bodily injury? 

  

Yes No 

If yes, name of person(s) sustaining injury (if another student, use initials): 

  

Describe injury(ies) sustained: 

  

  

Date and time of nurse or response personnel notification and treatment administered (if 

any): 

  

Did student sustain SERIOUS bodily injury or death: 

  

  Yes 

If yes, date and time of notification to the Head of School & DOE:  
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  No 

  
  

NOTIFICATION AND DEBRIEFING   

  
  

Parent Notified:          (same 

day) 

Date: Time: Method: 

Administrator Notified:         

 (same day) 

Date: Time: Method: 

Written Report to 

Administrator:             (w/in 

2 school days) 

Date: Time:   

Staff Debriefing:         (w/in 

2 school days)          

 (include what went 

well) 

Date: Time:   

Student Debriefing:       (w/in 

2 school days) 

Date: Time:   

Parent Written Notification:     

 (w/in 7 school days) 

Date: Time:   

Written Plan Shared w/staff:  

(include what would be done 

differently) 

Date: Time:   

Has student been involved in 2 or more prior incidents during the current school year? 

 Yes 

If yes, Date and time of required team meeting (w/in 10 school days):  

  

  No 

If no, number of prior incidents during the current school year:  
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Signature of Person Completing Report:                                                                Date: 

Signature of Administrator:                                                                                    Date:  
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● Tab 11.  Emergency Response Guide 
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SCHOOL EMERGENCY 

And 

CRISIS RESPONSE PLAN 

 
Promulgation Statement 
Snow Pond Arts Academy is committed to the safety and security of students, faculty, staff, and 

visitors on its campus.  The School Emergency and Crisis Response Plan that follows is the 

official policy of Snow Pond Arts Academy. 
  
We support its recommendations and commit the school's resources to ongoing training, 

exercises, and maintenance required to keep it current. This plan is a blueprint that relies on the 

commitment and expertise of individuals within and outside of the school community. 

Furthermore, clear communication with emergency management officials and ongoing 

monitoring of emergency management practices and advisories is essential. 
  
Approval and Implementation 
Emergency and Crisis Response Plan 
  
This Emergency and Crisis Response Plan is hereby approved. This plan is effective immediately 

and supersedes all previous editions. 
EXECUTIVE DIRECTOR/HEAD of SCHOOL:                              DATE:                                                                     

BOARD of DIRECTORS:                                                             DATE: 
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A.    INTRODUCTION 
1.      Authority 

A.    Federal: 10 CFR 350; (Nuclear Regulation) NUREG-0654; FEMA- 

REP-1 , Revision 1 Regarding Mandated Emergency Response Plans and 

Emergency Planning Zones 
B.     State: Maine DOE Code of Maine Regulations, 05-071 CMR Chapter 125: 

Basic Approval Standards 
 C.     Local: 

1.      School Board: 
2.      Purpose 

A.    This basic Plan outlines Snow Pond Arts Academy approach to 

emergency management and operations. It has been developed to assist 

Snow Pond Arts Academy protect its staff and students during an 

emergency situation. 
B.     This plan takes an all-hazard approach to emergency management and 

plans for mitigation/prevention, preparedness, response, and recovery. 
3.      Mission and Goals 

A.    The mission of Snow Pond Arts Academy in an emergency/disaster is 

to: 
1.      Protect lives and property 
2.       Respond to emergencies promptly and properly 
3.      Coordinate with local emergency operations plans and 

community resources 
4.       Aid in recovery from disasters 

B.     The goals of Snow Pond Arts Academy are to: 
1.      Provide emergency response plans, services, and supplies for all 

facilities and employees 
2.      Ensure the safety and supervision of students, faculty, staff and 

visitors to the school. 
3.      Restore normal services as quickly as possible 
4.      Coordinate the use of school personnel and facilities 
5.      Provide detailed and accurate documentation of emergencies to 

aid in the recovery process 
4.      Explanation of Terms 

A.    Acronyms 
1.      AED:  Automated External Defibrillator 
2.      CERT:  Community Emergency Response Team 
3.      CFR:  Code of Federal Regulations 
4.       CPR:  Cardio-Pulmonary Resuscitation 
5.      EOC:  Emergency Operations Center 
6.      EOPT:  Emergency Operations Planning Team 
7.      EPI:  Emergency Public information 
8.      FEMA:  Federal Emergency Management Agency 
9.      Hazmat:  Hazardous Material 
10.  IC:  Incident Commander 

http://www.maine.gov/sos/cec/rules/05/chaps05.htm
http://www.maine.gov/sos/cec/rules/05/chaps05.htm
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11.  ICP/s:  Incident Command Post/Incident Command System 
12.  NIMS:  National Incident Management System 
13.  SC:  School Commander 
14.  SOPs: Standard Operating Procedures 
15.  UC:  Unified Command 

B.     Definitions 
1.      Emergency Public Information (EPI):  This includes any information that is disseminated to 

the public via the news media before, during and/or after an emergency or disaster. 
2.      Emergency Situation:  As used in this plan, this term is intended to describe a range of 

situations, from a specific isolated emergency to a major disaster. 
3.      Emergency:  Defined as any incident human-caused or natural that requires responsive action 

to protect lives and property. An emergency is a situation that can be both limited in scope and 

potential effects or impact a large area with actual or potentially severe effects. 
4.      Characteristics of an emergency include: 

a.       Involves a limited or large area, limited or large population, or important facilities. 
b.      Evacuation or in-place sheltering is typically limited to the immediate area of the 

emergency. 
c.       Warning and public instructions are provided in the immediate area, not 

communitywide. 
d.      One or more local response agencies or departments acting under an IC normally 

handle incidents. Requests for resource support are normally handled through agency and/ or 

departmental channels. 
e.       May require external assistance from other local response agencies or contractors. 
f.       May require community-wide warning and public instructions. 
g.      The EOC may be activated to provide general guidance and direction, coordinate 

external suppmi, and provide resource support for the incident. 
5.      Disaster:  A disaster involves the occurrence or threat of significant casualties and/or 

widespread property damage that is beyond the capability of the local government to handle with its 

organic resources. Characteristics include: 
a.       Involves a large area, a sizable population, and/or important facilities. 
b.      May require implementation of large-scale evacuation or in-place sheltering and 

implementation of temporary shelter and mass care operations. 
c.       Requires community-wide warning and public instructions. 
d.      Requires a response by all local response agencies operating under one or more ICs. 
e.       Requires significant external assistance from other local response agencies, contractors, 

and extensive state or federal assistance. 
a.       The EOC will be activated to provide general guidance and direction, provide 

emergency information to the public, coordinate state and federal support, and coordinate 

resource support for emergency operations 
2.      Hazard –Analysis 
A document published separately from this plan that identifies the local hazards that have 

caused or possess the potential to adversely affect public health and safety, public or private 

property, or the environment. 
3.      Hazardous Material (Hazmat) 
A substance in a quantity or form posing an unreasonable risk to health, safety, and/or 

property when manufactured, stored, or transported. The substance, by its nature, 

containment, and reactivity, has the capability for inflicting harm during an accidental 

occurrence. It can be toxic, corrosive, flammable, reactive, an irritant, or a strong sensitizer, 
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and poses a threat to health and the environment when improperly managed. Hamates include 

toxic substances, certain infectious agents, radiological materials, and other related materials 

such as oil, used oil, petroleum products, and industrial solid waste substances. 
4.      Inter-local agreement 
These are arrangements between governments or organizations, either public or private, for 

reciprocal aid and assistance during emergency situations where the resources of a single 

jurisdiction or organization are insufficient or inappropriate for the tasks that must be 

performed to control the situation. Commonly referred to as a mutual aid agreement. 
5.      Standard Operating Procedures (SOP) 
SOP's are approved methods for accomplishing a task or set of tasks. SOPs are typically 

prepared at the department or agency level. 
B.     SITUATION AND ASSUMPTIONS 
1.      Situations 

A.    Snow Pond Arts Academy is exposed to many hazards, all of which 

have the potential for disrupting the school community, causing casualties, 

and damaging or destroying public or private property. 
B.     The school's current enrollment is approximately _ ___ _ students. 

The school's current enrollment of students with special needs is 

approximately ____. Special needs students are located in the following 

building(s)                                   in room(s):                                       .  The 

list of students and teachers with special needs and the person assigned to 

assist them during drills, exercises and emergencies is located in Appendix 

16. 
C.     The school's staff is comprised of:                  
teachers;                    ; 
administrators;                   ; office/support staff                         ; 
aides                                  ; cafeteria staff                                 ; 
and custodial staff                                     . 
D.    The school has a master schedule of where classes and grade levels are 

located during the day. The master schedule is located in Appendix 12. 
2.      Building Information 

A.    Snow Pond Arts Academy is made up of               building(s). 
B.     The school consists of a main campus located at 8 Goldenrod Lane, 

Sidney, ME. 
C.     The school also includes the following buildings:                                                             

                                                                                                                                          

                                                                                                                                          

                                            
D.    A map of the buildings annotated with evacuation routes, shelter 

locations, fire alarm pull stations, fire hydrants, fire extinguishers, first aid 

kits, hazardous materials storage, and utility shut offs is included in 

Appendix 4. 
2.      Hazard Analysis 

A.    A summary of the major hazards is provided in Figure 1. 
3.      Assumptions 

A.    Assumptions reveal the limitations of the Emergency and Crisis 

Response Plan by identifying what was assumed to be true during 
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development. These allow users to foresee the need to deviate from the plan 

if assumptions prove not to be true during operations. 
B.     It is possible for a major disaster to occur at any time, and at any 

place. In many cases, dissemination of warning to the public and 

implementation of increased readiness measures may be possible. However, 

some emergency situations occur with little or no warning. 
C.     A single site emergency, i.e. fire, gas main breakage, etc, could occur 

at any time without warning and the employees of the school affected 

cannot, and should not, wait for direction from your local response 

agencies. Action is required immediately to save lives and protect school 

property. 
D.    Following a major or catastrophic event, the school will have to rely 

on its own resources to be self-sustaining for up to 72 hours. 
E.     There may be a number of injuries of varying degrees of seriousness 

to faculty, staff and/ or students. However, rapid and appropriate response 

will reduce the number and severity of injury. 
F.      Outside assistance will be available in most emergency situations. 

Since it takes time to summon external·assistance, it is essential for this 

school to be prepared to carry out the initial emergency response on an 

independent basis. 
G.     Proper.mitigation actions, such as creating a positive school 

environment, and fire inspections, can prevent or reduce disaster-related 

losses. Detailed emergency planning, training of staff, students and other 

personnel, and conducting periodic emergency drills and exercises can 

improve this school's readiness to deal with emergency situations. 
H.    A spirit of volunteerism among school employees, students and 

families will result in their providing assistance and support to emergency 

response. 
4.      Limitations 

A.    It is the policy of Snow Pond Arts Academy that no guarantee is 

implied by this plan of a perfect response system. As personnel and 

resources may be overwhelmed, Snow Pond Arts Academy can only 

endeavor to make every reasonable effort to respond to the situation, with 

the resources and information available at the time. 
B.     CONCEPT OF OPERATIONS 
1.      Objectives 

A.    The objectives of school emergency operations program are to protect 

the lives and well-being of its students and staff through the prompt and 

timely response of trained school personnel should an emergency affect the 

school. 
B.     To meet these objectives, the school shall establish and maintain a 

comprehensive emergency operations program that includes plans and 

procedures, hazard analysis, security audits, training and exercise, and plan 

review and maintenance. 
2.      General 

A.    It is the responsibility of Snow Pond Arts Academy officials to protect 

students and staff from the effects of hazardous events. This involves 

having the primary role in identifying and mitigating hazards, preparing for 
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and responding to, and managing the recovery from emergency situations 

that affect school. 
B.      It is the responsibility of the school to provide in-service emergency 

response education for all school and office personnel. 
C.     It is the responsibility of the Head of School, or a designated person, 

to conduct drills and exercises to prepare school personnel as well as 

students for an emergency situation. 
D.    To achieve the necessary objectives, an emergency program has been 

organized that is both integrated (employs the resources of the district, 

school, local emergency responders, organized volunteer groups, and 

businesses) and comprehensive (addresses mitigation/prevention, 

preparedness, response, and recovery). This plan is one element of the 

preparedness activities. 
E.     This plan is based on a multi-hazard approach to emergency planning. 

It addresses general functions that may need to be performed during any 

emergency situation and identifies immediate action functional protocols as 

well as guidelines for responding to specific types of incidents. 
F.      The Incident Command System (ICS) will be used to manage all 

emergencies that occur within the district/school. All district and site 

personnel should be trained in ICS. 
G.    The National Incident Management System (NIMS) establishes a 

uniform set of processes, protocols, and procedures that all emergency 

responders, at every level of government, will use to conduct response 

actions. This system ensures that those involved in emergency response 

operations understand what their roles are and have the tools they need to 

be effective. 
 
According to the U.S. Department of Homeland Security, school districts 

are among local agencies that must comply with NIMS. Compliance can be 

achieved through coordination with other components of local government 

and adoption of iCS to manage emergencies in schools. School district 

participation in local government's NIMS preparedness program is essential 

to ensure that emergency responder services are delivered to schools in a 

timely and effective manner. Snow Pond Arts Academy recognizes that 

staff and students will be first responders during an emergency. Adopting 

NIMS will enable staff and students to respond more effectively to an 

emergency and enhance communication between first responders and 

emergency responders. Snow Pond Arts Academy will work with its local 

government to become NIMS compliant. NIMS compliance for school 

districts includes the following: 
1.      Institutionalize the use of the Incident Command System - Staff and 

students tasked in the plan will receive ICS-1 00 training. ICS-1 00 is a 

web-based course available free from the Emergency Management Institute. 

All persons tasked in the basic Plan or annexes will take the I CS-1 00 

course. 
2.      Complete NIMS awareness course IS-700 NIMS: An Introduction. IS-

700 is a web-SPAAsed course available free from the Emergency 
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Management Institute at: (http://training.fema.gov/EMIWEb/ISlis700) .  All 

persons tasked in the basic Plan or annexes will take the IS-700 course. 
3.      Participate in local government's NIMS preparedness program.  

Personnel tasked in this plan are expected to develop and keep current 

standard operating procedures (SOP) that describe how emergency tasks 

will be performed. The school is charged with insuring the training and 

equipment necessary for an appropriate response are in place. 
B.     This plan is based upon the concept that the emergency functions that 

must be performed by the school generally parallel some of their normal 

day-to-day functions. To the extent possible, the same personnel and 

material resources used for day-to-day activities will be employed during 

emergency situations. Because personnel and equipment resources are 

limited, some routine functions that do not contribute directly to the 

emergency may be suspended for the duration of an emergency. The 

personnel, equipment, and supplies that would normally be required for 

those functions will be redirected to accomplish emergency tasks. 
2.      Operational Guidance 
A.    Initial Response 
1.      School personnel are usually first on the scene of an emergency situation within the 

school. They will normally take charge and remain in charge of the emergency until it is 

resolved and will transfer command and incident management to the appropriate 

emergency responder agency with legal authority to assume responsibility. They will seek 

guidance and direction from local officials and seek technical assistance from state and 

federal agencies and industry where appropriate. However, at no time will school officials 

transfer responsibility for student care. 
2.      The Head of School will be responsible for activating the school emergency 

operations plan and the initial response which may include: 
a.       Evacuation - When conditions are safer outside than inside a building. Requires all 

staff and students to leave the building immediately. 
b.      Reverse Evacuation - When conditions are safer inside a building than outside. 

Requires all staff and student to go to safe places in the building from outside the building. 
a.       Lock down - When a person or situation presents an immediate threat to students and 

staff in the building.  All exterior doors and classroom doors are locked and students and 

staff stay in their offices, work areas and classrooms. 
b.      Shelter-in-place - When conditions are safer inside the building than outside. For 

severe weather sheltering, students ·and staff are held in the building safe areas and interior 

rooms or basement away from windows. For hazardous material release outdoors with 

toxic vapors, students and staff are to remain in their classrooms, windows and doors are 

sealed and all ventilation systems are shut off. Limited movement is allowed .Taking 

shelter inside a sealed building is highly effective in keeping students and staff safe. 
c.       Drop, cover and hold - Students and staff drop low, take cover under furniture, 

cover eyes, head with hands and arms and protect internal organs. 
B.     Notification Procedures 

1.      In case of an emergency at any district facility, the flow of information after calling 9-

1-1 , shall be from the school Head of School to the President of the SPAA Board and the 

Director of the Snow Pond Center for the Arts. Information should include the nature of the 

incident and the impact, on the facility, students and staff. 
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2.      In the event of a fire, anyone discovering the fire shall activate the building fire alarm 

system. Unless there is a lockdown incident or a shelter in place incident in progress, the 

building shall be evacuated. In the event that a lockdown or shelter-in-place incident is in 

progress, the evacuation shall be limited to the area immediately in danger from the fire. 
3.      In the event the district is in receipt of information, such as a weather warning that 

may affect a school within the district, the information shall be provided to the Head of 

School. Specific guidelines are found in the individual annexes and appendices. 
C.     Training and Exercise 

1.      Snow Pond Arts Academy understands the importance of training, drills, and exercises 

in the overall emergency management program. To ensure that district personnel and 

community first responders are aware of their duties and responsibilities under the school 

plan and the most cunent procedures, the following training, drill and exercise actions will 

occur. 
2.      Training and refresher training sessions shall be conducted for all school personnel. In 

case of academic staff, training should coincide with the first in-service day ofthe school 

year. Training for the remainder of the support staff shall be held at a time during the 

school year that will allow for maximum attendance. Records of the training provided 

including date(s), type of training and participant roster will be maintained. 
3.      Information addressed in these sessions will include updated information on plans 

and/or procedures and changes in the duties and responsibilities of plan participants. 

Discussions will also center on any revisions to additional materials such as annexes and 

appendices. Input from all employees is encouraged. 
4.      Snow Pond Arts Academy will plan for 3 Evacuation and drills during the school year. 
5.      Snow Pond Arts Academy will participate in any external drills or exercises sponsored 

by local emergency responders. Availability of school personnel and the nature of the drill 

or exercise shall govern the degree to which the school will participate as it relates to 

improving the school's ability to respond to and deal with emergencies. 
D.    Implementation of the Incident Command System (ICS) 

1.      The designated incident commander (IC) for the school will implement the res team 

and serve as the rc until relieved by a more senior or more qualified individual. The IC 

will establish an incident command post (ICP) and provide an assessment of the situation to 

local officials, identify response resources required, and direct the on-scene response from 

the ICP. 
2.      For disaster situations, a specific incident site may not yet exist in the initial response 

phase and the local Emergency Operations Center may accomplish initial response actions, 

such as mobilizing personnel and equipment and issuing precautionary warning to the 

public. As the potential threat becomes clearer and a specific impact site or sites identified, 

an Incident Command Post may be established at the school, and direction and control of 

the response transitioned to the IC. This scenario would likely occur during a community 

wide disaster. 
E.     Source and Use of Resources 

1.      Snow Pond Arts Academy will use its own resources to respond to emergency 

situations until emergency response personnel arrive. If additional resources are required, 

the following options exist: 
a.       Request assistance from volunteer groups active in disasters. 
b.      Request assistance from industry or individuals who have resources needed to assist 

with the emergency situation. 
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2.      Incident Command System 
A.    Snow Pond Arts Academy intends to employ ICS in managing 

emergencies.  This is both a strategy and a set of organizational 

arrangements for directing and controlling field operations. It is designed to 

effectively integrate resources from different agencies into a temporary 

emergency organization at an incident site that can expand and contract 

with the magnitude of the incident and resources on hand. 
B.     The Incident Commander is responsible for carrying out the ICS 

function of command and managing the incident. The IC may be the Head 

of School initially, but may transfer to the appropriate emergency responder 

agency official. In order to clarify the roles, the school official in charge 

will be known as School Commander.  The four other major management 

activities that form the basis of iCS are operations, planning, logistics, and 

finance/administration. For small-scale incidents, the rc and one or two 

individuals may perform all of these functions. For larger emergencies, a 

number of individuals from different local emergency response agencies 

may be assigned to separate staff sections charged with those functions. 
1.      In emergency situations where other jurisdictions or the state or federal government 

are providing significant response resources or technical assistance, in most circumstances 

there will be a transition from the normal res structure to a Unified Command structure. 

Designated individuals from one or more response agencies along with the School 

Commander with work jointly to carry out the response. This arrangement helps to ensure 

that all participating agencies are involved in developing objectives and strategies to deal 

with the emergency. 
3.      Incident Command System (ICS)-Emergency Operations Center (EOC) 

Interface 
A.    For community-wide disasters, the EOC will be activated.  When the 

EOC is activated, it is essential to establish a division of responsibilities 

between the ICP and the EOC. A general division of responsibilities is 

outlined below. It is essential that a precise division of responsibilities be 

determined for specific emergency operations. 
B.     The IC is generally responsible for field operations, including: 

1.      Isolating the scene. 
2.      Directing and controlling the on-scene response to the emergency situation and 

managing the emergency resources committed there. 
3.      Warning the district/school staff and students in the area of the incident and providing 

emergency instructions to them. 
4.      Determining and implementing protective measures (evacuation or in-place 

sheltering) for the district/school staff and students in the immediate area of the incident 

and for emergency responders at the scene. 
5.      Implementing traffic control arrangements in and around the incident scene. 
6.      Requesting additional resources from the EOC. 
7.      The EOC is generally responsible for: 

a.        Providing resource support for the incident command operations. 
b.      Issuing community-wide warning. 
c.       Issuing instructions and providing information to the general public. 
d.       Organizing and implementing large scale evacuation. 

8.      Organizing and implementing shelter and massive arrangements for evacuees. 
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9.      In some large-scale emergencies or disasters, emergency operations with different 

objectives may be conducted at geographically separated scenes. In such situations, more 

than one incident command operation may be established. If this situation occurs, it is 

particularly important that the allocation of resources to specific field operations be 

coordinated through the EOC. 
4.      Activities by Phases of Emergency Management 

A.    This plan addresses emergency actions that are conducted during all 

four phases of emergency management. 
B.     Mitigation/Prevention 

1.      Snow Pond Arts Academy will conduct mitigation/prevention activities as an integral 

part of the emergency management program. Mitigation/prevention is intended to eliminate 

hazards and vulnerabilities, reduce the probability of hazards and vulnerabilities causing an 

emergency situation, or lessen the consequences of unavoidable hazards and vulnerabilities.  
2.      Mitigation/prevention should be a pre-disaster activity, although 
mitigation/prevention may also occur in the aftermath of an emergency situation with the 

intent of avoiding repetition of the situation. Among the mitigation/prevention activities 

included in the emergency operations program are: 
a.       Hazard Analysis 
b.      Identifying hazards 
c.       Recording hazards 
d.      Analyzing hazards 
e.       Mitigating/preventing hazards 
f.       Monitoring hazards 
g.      Security Audit 

C.     Preparedness 
1.      Preparedness activities will be conducted to develop the response capabilities needed 

in the event an emergency. Among the preparedness activities included in the emergency 

operations program are: 
a.       Providing emergency equipment and facilities. 
b.      Emergency planning, including maintaining this plan, its annexes, and appendices.  
c.       Involving emergency responders, emergency management personnel, other local 

officials, and volunteer groups who assist this school during emergencies in training 

opportunities. 
d.      Conducting periodic drills and exercises to test emergency plans and training. 
e.       Completing an After Action Review after drills, exercises and actual emergencies. 
f.       Revise plan as necessary. 

D.    Response 
1.      Snow Pond Arts Academy will respond to emergency situations effectively and 

efficiently. The focus of most of this plan and its annexes is on planning for the response to 

emergencies. Response operations are intended to resolve an emergency situation quickly, 

while minimizing casualties and property damage. Response activities include warning, 

first aid, light fire suppression, law enforcement operations, evacuation, shelter and mass 

care, light search and rescue, as well as other associated functions. 
E.     Recovery 

1.      If a disaster occurs, will carry out a recovery program that involves both short-term 

and long-term. Short term operations seek to restore vital services to the school and  

provide for the specific needs of the staff and students. Long-term recovery focuses on 

restoring the school to its normal state. The federal government, pursuant to the Stafford 
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Act, provides the vast majority of disaster recovery assistance. The recovery process 

includes assistance to students, families and staff. Examples of recovery programs include 

temporary relocation of classes, restoration of school services, debris removal, restoration 

of utilities, disaster mental health services, and reconstruction of damaged stadiums, 

performing arts, and athletic facilities. 
F.      Emergencies Occurring During Summer or Other School Breaks 

1.      If a school administrator or other emergency response team member is notified of an 

emergency during the summer (or when affected students are off-track if they attend year-

round schools), the response usually will be one of limited school involvement. In that 

case, the following steps should be taken: 
a.       Institute the phone tree to disseminate information to Emergency Response Team 

members and request a meeting of all available members. The phone tree is located in 

Appendix 6. 
b.       Identify close friends/staff most likely to be affected by the emergency. Keep the list 

and recheck it when school reconvenes. 
c.       Notify staff or families of students identified in #2 and recommend community 

resources for support. 
d.      Notify general faculty/staff by letter or telephone with appropriate information. 
e.       Schedule faculty meeting for an update the week before students return to school. 
f.       Be alert for repercussions among students and staff.  When school reconvenes, check 

core group of friends and other at-risk students and staff, and institute appropriate support 

mechanisms and referral procedures. 
B.     ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
1.      Organization 

A.    General 
Most schools have emergency functions in addition to their normal day to- 

day duties. During emergency situations, the normal organizational 

arrangements are modified to facilitate emergency operations. School 

organization for emergencies includes an executive group, emergency 

operations planning team, emergency response teams, emergency services, 

and support services. 
B.      Executive Group 
The Executive Group provides guidance and direction for emergency 

management programs and for emergency response and recovery 

operations. The Executive Group includes the SPAA Board, District 

Emergency Management Coordinator, and Executive Director/ Head of 

School. 
C.     Emergency Operations Planning Team 
The Emergency Operations Planning Team develops emergency operations 

plan for the district or schools, coordinates with local emergency services to 

develop functional annexes as well as annexes for specific hazards, 

coordinates SPAA’s planning activities and recruits members of the 

school's emergency response teams. The Emergency Operations Planning 

Team at the school level includes District Emergency Management 

Coordinator, Head of School, School Resource Officer, Counselor(s), and 

Nurse(s). The emergency operations planning team members are listed in 

Appendix 7. 
D.  Emergency Response Team 
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Emergency Response Teams assist the Incident Commander in managing 

an emergency and providing care for school employees, students and 

visitors before local emergency services arrive or in the event of normal 

local emergency services being unavailable. The Emergency Response 

Teams include                                                                                                                                                                                                        

  
E.   E. Volunteer and Other Services 
This group includes organized volunteer groups and businesses who have 

agreed to provide certain support for emergency operations. 
2.      Assignment of Responsibilities 

A.  General 
1.   For most emergency functions, successful operations require a coordinated effort 

from a number of personnel. To facilitate a coordinated effort, district and school staff, and 

other school personnel are assigned primary responsibility for planning and coordinating 

specific emergency functions. Generally, primary responsibility for an emergency function 

will be assigned to an individual from the school that possesses the most appropriate 

knowledge and skills. Other school personnel may be assigned support responsibilities for 

specific emergency functions. A skills inventory for personnel is located in Appendix 12. 
2.   The individual having primary responsibility for an emergency function is normally 

responsible for coordinating preparation of and maintaining that portion of the emergency 

plan that addresses that function. Listed below are general responsibilities assigned to the, 

Teachers, Emergency Services, and Support Services. Additional specific responsibilities 

can be found in the functional annexes to this basic Plan. 
B.  Executive Group Responsibilities 

1.   SPAA Board 
a.    Establish objectives and priorities for the emergency management program and 

provide general policy guidance on the conduct of that program. 
b.   Review school construction and renovation projects for safety.  
c.    Appoint a district Emergency Management Coordinator to assist in planning and 

review 
d.    Adopt a resolution giving needed authority and support to develop school emergency 

operations programs and plans. 
b.   Initiate, administer, and evaluate emergency operations programs to ensure the 

coordinated response of all schools within the system. 
c.    Authorize implementation of emergency preparedness cuniculum. 
 
 
 
 
 
2.      EXECUTIVE DIRECTOR/HEAD OF SCHOOL 
a.   Meet and talk with the parents of students and spouses of adults who have been 

admitted to the hospital. 
b.    Assign resources (persons and materials) to various sites for specific needs. This may 

include the assignment of school personnel from other school or community sites such as 

community emergency shelters. 
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c.    Authorize immediate purchase of outside services and materials needed for the 

management of emergency situations. 
d.    Implement the policies and decisions of the governing body relating to emergency 

management. 
e.   Coordinate use of school building(s) as public shelter(s) for major emergencies 

occurring in the city or county 
f.        Coordinate emergency assistance and recovery. 
g.    Establish a school emergency operations plan review committee to approve and 

coordinate all emergency response plans. 
h.   Consult with the local Emergency Management Office to analyze system needs in regard 

to emergency preparedness, planning and education and to ensure coordination of the school 

plan with community emergency plans. 
i.    Develop and coordinate in-service emergency response education for all school 

personnel. 
j.   Gather information from all aspects of the emergency for use in making decisions about 

the management of the emergency. 
k.    Monitor the emergency response during emergency situations and provide direction 

where appropriate. Stay in contact with the leaders of the emergency service agencies working 

with the emergency. 
l.    Request assistance from local emergency services when necessary. · 
m.     Coordinate local planning and preparedness activities and the maintenance of this plan. 
n.       Prepare and maintain a resource inventory. 
o.   Arrange appropriate training for district emergency management personnel and 

emergency responders. 
p.      Coordinate periodic emergency exercises to test emergency plans and training. 
q. Perform day-to-day liaison with the state emergency management staff and other local 

emergency management personnel. 
r.   Serve as the school's Emergency Management Coordinator. 
s.   Organize the school's emergency management program and identify personnel, 

equipment, and facility needs. 
p.   Encourage incorporation of emergency preparedness material into regular Curriculum. 
q.   Provide copies of the school plan to the district superintendent and local Emergency 

Management office. 
t.        Monitor developing situations such as weather conditions or incidents in the community 

that may impact the school. 
u.    Create Critical Incident Response Kits for each school with appropriate maps, floor plans, 

faculty and student rosters, photos, bus routes, and other pertinent information to help manage 

the emergency 
v.     Establish an Incident Command Post 
w.    Have overall decision-making authority in the event of an emergency at his/her 

school building until emergency  services arrive. 
x.   With the assistance of the Public Information Officer, keep the public informed 

during emergency situations. 
y.    Keep school board informed of emergency status. 
z.   Coordinate with organized volunteer groups and businesses regarding emergency 

operations. 
aa.    Ensure that the plan is coordinated with the district's plans and policies. 
bb.    Assign selected staff members to the Emergency Operations Planning Team who will 

develop the school's emergency operations plan. 
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cc.    Ensure that school personnel and students participate in emergency planning, 

training, and exercise activities. 
dd.   Conduct drills and initiate needed plan revisions based on After Action Reports. 
ee.        Assign school emergency responsibilities to staff as required. Such responsibilities 

include but are not limited to: 
1.   Provide instruction on any special 

communications equipment or night call systems 

used to notify first responders. 
2.   Appoint monitors to assist in proper 

evacuation. 
3.   Ensure that all exits are operable at all times 

while the building is occupied. 
4.   Ensure a preplanned area of rescue assistance 

for students and other persons with disabilities 

within the building readily accessible to rescuers. 
ff.        Act as Incident Commander until relieved by a more qualified person or the 

appropriate emergency responder agency, and assist in a Unified Command. 
B.  Emergency Operations Planning Team will: 

1.   In conjunction with the district and local emergency services create and maintain the 

Emergency Operations Plan. 
2.   In conjunction with the district and local emergency management officials, conduct a 

hazard analysis. 
3.   Organize Emergency Response Teams. 
4.   Recommend training for the Emergency Response Teams. 
5.   Establish a partner system to pair teachers and classes so that teachers assigned to an 

Emergency Response Team, can fulfill the duties. The classroom buddy list is located in 

Appendix 5. 
6.   Provide information to staff, student and community on emergency procedures. 
7.   Provide assistance during an emergency in accordance with designated roles. 
8.   Conduct debriefings at the conclusion of each emergency to critique the effectiveness 

of the emergency operations plan. 
C.  Emergency Response Teams will: 

1.   Participate in the Community Emergency Response Team (CERT) program. 
2.   Create annexes for their specific emergency function. 
3.   Assist the Executive Director/Head of School during an emergency by providing 

support and care for school employees, students and visitors during an emergency before 

local emergency services arrive or in the event of normal local emergency services being 

unavailable. 
4.   Provide the following functions when necessary and when performing their assigned 

function will not put them in harm's way: 
a.    Facility evacuation- The Evacuation team will be trained to assist in the evacuation of 

all school facilities and to coordinate the assembly and the accountability of the employees 

and students once and evacuation has taken place. 
b.   First aid- The First Aid team will be trained to provide specific first aid to injured 

students and/or staff. 
c.    Search and rescue - The Search and Rescue team will be trained in search and rescue 

operations. They will perform light search and rescue to find missing or trapped students 

and/or staff and note and record the situation for other responders. 
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d.   Limited fire suppression- The Limited Fire Suppression team will be trained to 

provide light fire suppression and provide utility shut-off if necessary. 
e.    Damage assessment - The Damage Assessment team will be trained to conduct a 

building assessment of school buildings to evaluate whether or the building( s) are safe for 

occupation. 
f.    Student/Parent Reunification - The Student/Parent Reunification team will establish 

sites for the orderly dismissal of students to their parents. 
g.    Student supervision - The Student/Staff Supervision team will be responsible for 

supervising the students while emergency response activities are occurring. 
h.   Support and security- The Support and Security team will be responsible for securing 

the school grounds and make preparations for caring for students until it is safe to release 

them. 
D.  Teachers will: 

1.   Prepare classroom emergency Go Kits 
2.   Participate in trainings, drills and exercises. 
3.   Direct and supervise students en-route to pre designated safe areas within the school 

grounds or to an offsite evacuation shelter. 
4.   Check visually rooms and areas along the path of exit for persons who may not have 

received the evacuation notice. This process should not disrupt the free flow of students out 

of the building. 
5.   Maintain order while in student assembly area. 
6.   Verify the location and status of every student. 
7.   Report to the incident commander or designee on the condition of any student that 

needs additional assistance. 
8.   Establish a buddy system for students and teachers with disabilities. 
9.   Remain with assigned students throughout the duration on the emergency, unless 

otherwise assigned through a partner system or until every student has been released 

through the official "student/family reunification process." 
E.   Technology/Information Services will: 

1.   Coordinate use of technology. 
2.   Assist in establishment/maintenance of emergency communications network. 
3.   Assist in obtaining needed student and staff information from the computer files. 
4.   Prepare and maintain an emergency kit that contains floor plans, telephone line 

locations, computer locations, and other communications equipment. 
5.   Establish and maintain computer communication with the central office and with 

other agencies capable of such communication. 
6.   Establish and maintain, as needed, a stand-alone computer with student and staff data 

specific for use at the emergency site. 
7.   As needed, report various sites involved in the communication system if there are 

problems in that system. 
F.   Transportation will: 

1.   Establish and maintain school division protocols for transportation-related 

emergencies. 
2.   Provide division-wide transportation for bus drivers. 
3.   Establish and maintain plans for the emergency transport of district personnel and 

students 
4.   Train all drivers and transportation supervisory personnel in emergency protocols 

involving buses and the school's emergency operations plan. 
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G.  The School Incident Commander will: 
1.   Assume command and manage emergency response resources and operations at the 

incident command post to resolve the emergency situation until relieved by a more 

qualified person or the appropriate emergency response agency official. 
2.   Assess the situation, establish objectives and develop an emergency action plan. 
3.   Determine and implement required protective actions for school response personnel 

and the public at an incident site. 
4.   Appoint additional staff to assist as necessary. 
5.   Work with emergency services agencies in a Unified Command. 
B.  DIRECTION and CONTROL 
1.      General 

A.  The Director is responsible for establishing objectives and policies 

for· emergency operations and providing general guidance for emergency 

response and recovery operations. In most situations, the Head of School 

will assume the role of Incident Commander. During disasters, he/she may 

carry out those responsibilities from the ICP. 
B.  The District Emergency Management Coordinator will provide 

overall direction of the response activities of the school. During 

emergencies and disaster, he/she will normally carry out those 

responsibilities from the ICP. 
C.  The Incident Commander assisted by a staff sufficient for the tasks to 

be performed, will manage the emergency response from the Incident 

Command Post until local emergency services arrive. 
D.  During emergency operations, the school administration retains 

administrative and policy control over their employees and equipment.  
However, personnel and equipment to carry out mission assignments are 
directed by the Incident Commander. Each emergency services agency is 
responsible for having its own operating procedures to be followed during 
response operations, but interagency procedures, such a common 
communications protocol and Unified Command, may be adopted to facilitate 

a coordinated effort. 
E.   If The school's own resources are insufficient or inappropriate to deal 

with an emergency situation, assistance from local emergency services, 

organized volunteer groups, or the State should be requested. 
2.      Emergency Facilities 

A.  Incident Command Post 
1.   School Incident Command post should be established on scene away from risk of damage 

from the emergency. Predetermined sites for command posts outside the school building will be 

identified in cooperation with local emergency responder agencies. Initially, the ICP will most 

likely be located in the main office of the school, but alternate locations must be identified if 

the incident is occurring at that office. 
2.   Except when an emergency situation threatens, but has not yet occurred, and those 

situations for which there is no specific hazard impact site (such as a severe winter storm or 

area-wide utility outage), an Incident Command Post or command posts will be established in 

the vicinity of the incident site(s). As noted previously, the Incident Commander will be 

responsible for directing the emergency response and managing the resources at the incident 

scene. 
B.  Continuity of School Administration 
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1.   The line of succession for the Director will be determined and posted in main office.                                        

  
2.   The lines of succession for each position shall be in accordance with the SOPs 

established by the school. 
C.  READINESS LEVELS 
1.      Readiness Levels 

A.  Many emergencies follow some recognizable build-up period during 

which actions can be taken to achieve a gradually increasing state of readiness. 
B.  A five-tier system is utilized. Readiness Levels will be determined by the 

Head of School. General actions to be taken at each readiness level are outlined 

in the annexes to this plan; more specific actions will be detailed in 

departmental or agency SOPs. 
2.      Readiness Action Level Descriptions 

A.  The following readiness action levels will be used as a means of 

increasing the school's alert posture. (based on the U.S. Department of 

Homeland Security.) Suggested by the U.S. Department of Education): 
1.   Green – Low 

a.    Assess and update emergency operations plans and procedures. 
b.   Discuss updates to school and local emergency operations plans with 

emergency responders 
c.    Review duties and responsibilities of emergency response team members. 
d.    Provide CPR and first aid training for staff. 
e.    Conduct training and drills. 
f.    Conduct 100% visitor ID check 

2.   Blue- Increased Readiness 
a.    Review and upgrade security measures 
b.   Review emergency communication plan 
c.    Inventory, test, and repair communication equipment. 
d.   Inventory and restock emergency supplies 

e.    Conduct emergency operations training and drills 
3.   Yellow – Elevated 

a.    Inspect school buildings and grounds for suspicious activities. 
b.   Assess increased risk with public safety officials. 
c.    Review crisis response plans with school staff. 
d.   Test alternative communications capabilities. 

4.   Orange – High 
a.    Assign staff to monitor entrances at all times. 
b.   Assess facility security measures. 
c.    Update parents on preparedness efforts. 
d.   Update media on preparedness efforts. 
e.    Address student fears concerning possible emergency. 
f.    Place school and district emergency response teams on standby alert status. 

1.   Red - Severe · 
a.    Follow local and/or federal government instructions (listen to radio/TV). 
b.   Activate emergency operations plan. 
c.    Restrict school access to essential personnel. 
d.   Cancel outside activities and field trips. 
e.    Provide mental health services to anxious students and staff 
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B.  ADMINISTRATION and SUPPORT 
1.      Agreements and Contracts 

A.  Should school resources prove to be inadequate during an emergency; 

requests will be made for assistance from local emergency services, other 

agencies, and industry in accordance with existing mutual aid agreements 

and contracts and those agreements and contracts concluded during the 

emergency. Such assistance may include equipment, supplies, or personnel. 

All agreements will be entered into by authorized officials and should be in 

writing whenever possible. Agreements and contracts should identify the 

school district officials authorized to request assistance pursuant to those 

documents. 
B.  The agreements and contracts pertinent to emergency management 

that this school is party to are summarized in Appendix 1. 
2.      Reports 

A.  Initial Emergency Report 
This short report should be prepared and transmitted by the Head of School 

from the Incident Command Post when an on-going emergency incident 

appears likely to worsen and assistance from local emergency services may 

be needed. 
B.  Situation Report 
A daily situation report should be prepared and distributed by the Head of 

School from the Incident Command Post during major emergencies or 

disasters. 
C.  Other Reports 
Several other reports covering specific functions are described in the 

annexes to this plan. 
3.      Records 

A.  Record Keeping for Emergency Operations 
Snow Pond Arts Academy is responsible for establishing the administrative 

controls necessary to manage the expenditure of funds and to provide 

reasonable accountability and justification for expenditures made to support 

emergency operations. This shall be done in accordance with the 

established local fiscal policies and standard cost accounting procedures. 
B.  Activity Logs 
The ICP and the district office shall maintain accurate logs recording key 

response activities, including: 
1.   Activation or deactivation of emergency facilities. 
2.   Emergency notifications to local emergency services. 
3.   Significant changes in the emergency situation. 
4.   Major commitments of resources or requests for additional resources from external 

sources. 
5.   Issuance of protective action recommendations to the staff and students. 
6.   Evacuations. 
7.   Casualties. 
8.   Containment or termination of the incident. 
4.      Incident Costs 

A.  The school shall maintain records summarizing the use of personnel, 

equipment, and supplies during the response to day-to-day incidents to 
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obtain an estimate of annual emergency response costs that can be used in 

preparing future school budgets. 
5.      Emergency or Disaster Costs 

A.  For major emergencies or disasters, the school participating in the 

emergency response shall maintain detailed records of costs for emergency 

operations to include: 
1.   Personnel costs, especially overtime costs 
2.   Equipment operations costs 
3.   Costs for leased or rented equipment 
4.   Costs for contract services to support emergency operations 
5.   Costs of specialized supplies expended for emergency operations 
6.   These records may be used to recover costs from the responsible party or insurers or 

as a basis for requesting financial assistance for certain allowable response and recovery 

costs from the state and/or federal government. 
6.      Preservation of Records 

A.  In order to continue normal school operations following an  

emergency situation, vital records must be protected. These include legal 

documents, student files as well as property and tax records. The Head of 

School causes of damage to records are fire and water; therefore, essential 

records should be protected accordingly. Personnel responsible for 

preparation of annexes to this plan will include protection of vital records in 

its SOPs. 
B.  If records are damaged during an emergency situation, this school will 

seek professional assistance to preserve and restore them. 
7.      Post-Incident and Exercise Review 

A.  The Executive Director/Head of School, District Emergency 

Management Coordinator, Emergency Operations Planning Team, and 

Emergency Response Teams are responsible for organizing and conducting 

a critique following the conclusion of a significant emergency 

event/incident or exercise. The critique will entail both written and verbal 

input from all appropriate participants. Where deficiencies are identified, 

school personnel will be assigned responsibility for correcting the 

deficiency and a due date shall be established for that action. 
C.  PLAN DEVELOPMENT and MAINTENANCE 
1.      Plan Development and Distribution of Planning Documents 

A.  The Emergency Operations Planning Team is responsible for the 
overall development and completion of the Emergency Operations Plan, 
including annexes. The ED/Head of School is responsible for approving and 

promulgating this plan. 
B.  Distribution of Planning Documents 

1.   The ED/Head of School shall determine the distribution of this plan and its annexes. In 

general, copies of plans and annexes should be distributed to those tasked in this document. 

Copies should also be set aside for the EOC and other emergency facilities. 
2.   The basic Plan should include a distribution list that indicates who receives copies of the 

basic plan and the various annexes to it. In general, individuals who receive annexes to the 

basic plan should also receive a copy of this plan, because the basic Plan describes the 

emergency management organization and basic operational concepts. The distribution list for 

the basic Plan is located in Appendix 14. 
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C.  Review 
1.   The basic plan and its annexes shall be reviewed annually by the School Emergency 

Operations Planning Team, emergency response agencies, and others deemed appropriate by 

school administration. The ED/Head of School will establish a schedule for annual review of 

planning documents. · 
2.   Update 
a.    This plan will be updated based upon deficiencies identified during actual emergency 

situations and exercises and when changes in threat hazards, resources and capabilities, or 

school structure occur. 
b.   The basics plan and its annexes must be revised or updated as necessary. Responsibility 

for revising or updating the Basic Plan is assigned to the Emergency Operations Planning 

Team. 
c.    The ED/Head of School is responsible for distributing all revised or updated planning 

documents to all departments, agencies, and individuals tasked in those documents. 
D. REFERENCES 
1.      Office for Domestic Preparedness Emergency Response Planning for WMD/Terrorism 

Incidents Technical Assistance Program 
2.      Arizona Department of Education School Safety Plans and Resources 
3.      FEMA Independent Study Program: IS 362 Multi-Hazard Emergency Planning for 

Schools · 
4.      Washington State Emergency Management Division in Partnership Comprehensive All 

Hazard Planning Guide and Model School Plan for Washington State Schools 
5.      U.S. Department of Education Practical Information on Crisis Planning A Guide for 

Schools and Communities 
6.      Alaska Division of Homeland Security and Emergency Management: Safe Schools 

Training 
7.      Missouri State Emergency Management Agency Missouri All-Hazards Planning Guide 

for Schools 
8.      Jane's Safe Schools Planning Guide for All Hazards 
9.      Los Angeles Unified School District Model Safe School Plan 
10.  Fairfax County Public Schools Crisis Management Workbook 
11.  Chicago Public Schools Emergency Management Plan 
12.  Georgia Emergency Management Agency Family Reunification Protocol 
E.  APPENDIX 
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APPENDIX 1 

  

Summary of Agreements and Contracts 
Insert applicable agreements and contracts here for Snow Pond Arts Academy 
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APPENDIX 2 
  

Incident Command System Summary 
Background 
ICS is a management system that can be used to manage emergency incidents or non 

emergency events such as celebrations. The system works equally well for small incidents 

and large-scale emergency situations. The system has built-in flexibility to grow or shrink 

based on current needs. It is a uniform system, so personnel from a variety of agencies and 

geographic locations can be rapidly incorporated into a common management structure. 
  
Features of ICS 
ICS has a number of features that work together to make it a real management system. 
Among the primary attributes of ICS are: 
1. Standard Management Functions 
a. Command: Sets objectives and priorities and has overall responsibility at the incident or 

event. 
b. Operations: Conducts tactical operations, develops the tactical objectives, and organizes 

and directs all resources. 
c. Planning: Develops the action plan to accomplish the objectives, collects and evaluates 

information, and maintains the resource status. 
d. Logistics: Provides support to meet incident needs, provides resources and all other 

services needed to support. 
e. Finance/Administration: Monitors costs, provides accounting, procurement, time 

recording, and cost analysis. 
2. The individual designated as the Incident Commander (IC) has responsibility for all 

functions. In a limited incident, the IC and one or two individuals may perform all 

functions. In a larger emergency  situation, each function may be assigned to a separate 

individual. 
3. Management By Objectives. At each incident, the management staff is expected to 

understand agency or jurisdiction policy and guidance, establish incident objectives, select 

an appropriate strategy to deal with the incident, develop an action plan and provide 

operational guidance- select tactics appropriate to the strategy and direct available 

resources. 
4. Unity and Chain of Command. Unity of command means that even though an incident 

command operation is a temporary organization, every individual should be assigned a 

designated supervisor. Chain of command means that there is an orderly line of authority 

within the organization with only one Incident Commander and each person reporting to 

only one supervisor. 
5. Organizational Flexibility. Within the basic ICS structure (depicted in Appendix 
2), the organization should at any given time include only what is required to meet planned 

objectives. The size of the organization is determined through the incident action planning 

process. Each element of the organization should have someone in charge; in some cases, a 

single individual may be in charge of more than one unit. Resources are activated as needed 

and resources that are no longer needed are demobilized. 
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6. Common Terminology. In ICS, common terminology is used for organizational 

elements, position titles, resources, and facilities. This facilitates communication among 

personnel from different emergency services, agencies, and jurisdictions. 
7. Limited Span of Control. Span of control is the number of individuals one supervisor can 

realistically manage. Maintaining an effective span of control is particularly important 

where safety is paramount. If a supervisor is supervising fewer than 3 subordinates or more 

than 7, the existing organization structure should be reviewed. 
8. Personnel Accountability. Continuous personnel accountability is achieved by using a 

resource unit to track personnel and equipment, keeping an activity log, ensuring each 

person has a single supervisor, check in/out procedures, and preparing assignment lists. 
9. Incident Action Plan. The incident action plan, which may be verbal or written, is 

intended to provide supervisory personnel a common understanding of the situation and 

direction for future action. The plan includes a statement of objectives, organizational 

description, assignments, and support material such as maps. An Incident Briefing Form 

may be used on smaller incidents. 
Written plans are desirable when two or more jurisdictions are involved, when state and/ or 

federal agencies are assisting local response personnel, or there has been significant 

turnover in the incident staff. 
10. Integrated Communications. Integrated communications includes interfacing disparate 

communications as effectively as possible, planning for the use of all available systems and 

frequencies, and requiring the use of clear text in communications. 
11. Resource Management. Resources may be managed as single resources or organized in 

task forces or strike teams. The status of resources is tracked in three categories: assigned, 

available, and out of service. 
Unified Command 
1. Unified Command is a variant of ICS used when there is more than one agency or 

jurisdiction with responsibility for the incident or when personnel and equipment from a 

number of different agencies or jurisdictions are responding to it. This might occur when 

the incident site crosses jurisdictional boundaries or when an emergency situation involves 

matters for which state and/or federal agencies have regulatory responsibility or legal 

requirements to respond to certain types of incidents. 
2. ICS Unified Command is intended to integrate the efforts of multiple agencies and 

jurisdictions. The major change from a normal ICS structure is at the top. In a Unified 

command, senior representatives of each agency or jurisdiction responding to the incident 

collectively agree on objectives, priorities, and an overall strategy or strategies to 

accomplish objectives; approve a coordinated Incident Action Plan; and designate an 

Operations Section Chief. The Operations Section Chief is responsible for managing 

available resources to achieve objectives. Agency and jurisdictional resources remain under 

the administrative control of their agencies or jurisdictions, but respond to mission 

assignments and direction provided by the Operations Section Chief based on the 

requirements of the Incident Action Plan. 
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APPENDIX 3 

Incident Command Structure 
Insert ICS staff assignments and back-up personnel assignments here 
School Commander 
1. _ ___________ 2. ___________ _ 
Alternate School Commander(s) 
Public Information Officer 
Alternates 
1. _________ _ 
2. __________ _ 
Acts as a liaison between school and public (including media) 
Safety Officer 
Alternates 
1. ------------------------ 
2. __________ _ 
Ensures the safety of the students, staff, and others on campus is the highest priority 
Liaison Officer 
Alternates 
1. ____________________ 2. _________ _ 
Acts as a point of coordination between the Incident Command and other public agencies and 

organizations (Ex: Red Cross, police, .fire dept. etc.) 
Operations 
Alternates 
1. _______ 2. ______ _ 
Handles all emergency response jobs, including taking care of students as well as handling the 

challenges of the emergency 
Planning 
Alternates 
1. ---------------- 
2. ______ _ 
Responsible for tracking both available and needed resources, assessing the changing situation, 
documenting the response, and managing the large site map at the Command Post 
Logistics 
Alternates 
1. ______ _ 
2. --------------- 
Manages personnel, supplies, and equipment. During a response, the Logistics Team is responsible 

for handing out supplies and equipment, deploying unassigned people for work. 
Finance & Administration 
Alternates 
1. ---------------- 
2·---~--- 
Responsible for buying materials and keeping financial records of expenditures and employee hours 
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APPENDIX 4 

Campus Map 
Insert map of campus and surrounding area. At minimum, include the following 

information on the map: 

• Primary evacuation routes 

• Alternate evacuation routes 

• Handicap evacuation areas 

• Utility access/shut-off for 

• Gas 

• Water 

• Electricity 

• HVAC System 

• Telephone System 

• Site assignments and Staging Areas 

• Hazardous Material storage areas 

• Heat plants/boilers 

• Room numbers 
• Door/window locations 
• Any other information deemed appropriate by your planning committee 
          
  
Note:Primary and Alternative evacuation route maps should be posted in each room of 

each building on campus.  It is recommended that you develop a diagram of the entire 

campus site and surrounding areas. In an emergency, a diagram may be easier to read 

than blueprints. Consult with your local emergency responder agencies on what type of 

maps they prefer. Blueprints of the site should also be available in addition to the map or 

diagram. Blueprints may be necessary in certain fire or tactical situations. 
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APPENDIX 5 

Classroom Teacher Buddy List 
Guidelines for Preparing a Buddy Teacher List 
  
·         Assign teachers in adjacent or nearby rooms as buddies . 
·         Review evacuation routes and procedures with entire staff. 
·         During an emergency, teachers should conduct a classroom status check and buddy 

teachers should check with each other to determine each other's health status, the need to 

assist with injuries, the need to stay with injured students, etc. If possible, injured students 

should not be left alone. 
·         Remember: The teacher's' responsibility is to all students, but in situations that 

threaten the lives of all, teachers should do the greatest good for the greatest number. 
·         If necessary, one buddy teacher should evacuate both classrooms. In these cases, the 

students should exit without the teacher leading them. The teacher should stay back to 

check the classroom and close the door (but not lock it). If both buddy teachers are 

available for evacuation, one should lead and one should bring up the rear, checking briefly 

to make sure that both classrooms are empty and closing doors. 
·         Ensure that each classroom contains a "go kit" that contains the teacher's class roster 

and the buddy teacher's class roster. 
·         Immediately following student accounting, one member of each buddy team must 

check in at the Command Post. 
·         In emergency situations that do not involve evacuation, it may be necessary to move 

all students from one buddy's classroom into the other. One teacher is then available for 

assignments. 
·         Ensure that substitute teachers are familiar with emergency procedures and who their 

buddies are. 
·         Teacher; .. ... Buddies With ... 
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APPENDIX 6 

Phone Tree 
Insert phone tree 
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APPENDIX 7 

Emergency Operations Planning Team 
  
Title                                      Name            Phone Number                      Email Address 
  

District Emergency 

Management 

Coordinator 

Principal 

School Resource/ 

Liaison Officer 

Building & Grounds 

Supervisor 

Transportation 

Director 

Counselor(s) 

Nurse(s) 

Other Staff 
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APPENDIX 8 

Emergency Contact Numbers 
  
Public Safety Agencies Number 
• General Emergency: 911 
• Police/Sheriff: 
• Fire: 
• Poison Control: 1-800-222-1222 
• Local Hospital: 
  
 
School Contacts Number 
• • Executive Director/Head of School (TBD) 
• Director of Finance & Development (TBD) 
• Administrative Assistant (TBD) 
  
NOTE: Determine the appropriate sequence required to dial 911 from your sites phone system. 
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APPENDIX 9 

Resource Inventory 
Insert resource inventory of emergency equipment. 
  
Include: 
• Communications equipment 
• First aid supplies 
• Fire fighting equipment 
• Lighting 
• Classroom emergency kits 
• Food 
• Water 
• Blankets 
• Maintenance supplies 
• Tools 
  
Note: Identify any and all available resources that may be used or may be needed in the event of 

emergency. Also identify the locations of these emergency supplies. 
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APPENDIX 10 

Same 'School/Parent' Letter 
  
X/XX/XXX 
Dear Parents: 
Should an emergency or disaster situation ever arise in our area while school is in session, we want 

you to be aware that the schools have made preparations to respond effectively to such situations. 
Should we have a major disaster during school hours, your student(s) will be cared for at this school. 

Snow Pond Arts Academy has a detailed emergency operations plan which has been formulated to 

respond to a major catastrophe. 
  
Your cooperation is necessary in any emergency. 
1.      Do not telephone the school. Telephone lines may be needed for emergency communication. 
2.      In the event of a serious emergency, students will be kept at their schools until they are picked 

up by an identified, responsible adult who has been identified as such on the school emergency card 

which is required to be filled out by parents at the beginning of every school year. Please be sure you 

consider the following criteria when you authorize another person to pick up your child at school: 
•          He/she is 18 years of age or older. 
•          He/she is usually home during the day. 
•          He/she could walk to school, if necessary. 
•          He/she is known to your child. 
•          He/she is both aware and able to assume this responsibility. 

3.      Turn your radio to for emergency announcements. If students are to be kept at school, radio 

stations will be notified. If electrical service is not affected, information will be relayed via the SPAA 

website or student information system. In addition, information regarding day-to-day school 

operations will be available by calling the Head of School. 
4.       Impress upon your children the need for them to follow the directions of any school personnel 

in times of an emergency. 
  
Students will be released only to parents and persons identified on the SPAA Emergency Card. 

During an extreme emergency, students will be released at designated reunion gates located on 

school campuses. Parents should become familiar with the SPAA Disaster Plan and be patient and 

understanding with the student release process. Please instruct your student to remain at school until 

you or a designee arrives. Because local telephone service may be disrupted, also list an out-of-State 

contact on the emergency card, as calls may still be made out of the area while incoming calls are 

affected. 
  
The decision to keep students at school will be based upon whether or not streets in the area are open. 

If this occurs, radio stations will be notified. In the event that a natural disaster takes place during the 

time that students are being transported, students will be kept on the bus and the driver will ask for 

assistance through radio contact with the school and district personnel. Any child who is home 

waiting for the bus will not be picked up (if roads are impassable) and remains the responsibility of 

the parent or guardian. 
  
In the event a natural disaster occurs in the afternoon, the driver will make every attempt to continue 

delivering the students to their homes. Should road conditions prevent the driver from delivering 
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students to their home or to school in the morning, the students will be delivered to the nearest school 

site and that school will communicate with the home school to inform them of the students' 

whereabouts. 
  
In case of a hazardous release event (chemical spill) near the school area, Shelter-in-Place procedures 

will be implemented to provide in place protection. All students and staff will clear the fields, report 

to their rooms and all efforts will be made to prevent outside air from entering classrooms during the 

emergency. "Shelter-in-Place" signs will be placed in classroom windows or hung outside classroom 

doors during a drill or emergency. 
  
Students arriving at school during a Shelter-in-Place drill or event should report to the school office 

or to a previously designated area at the school because classrooms will be inaccessible. 
  
When the dangerous incident has subsided, an all-clear signal will be given. 
  
Please discuss these matters with your immediate family.  Planning ahead will help alleviate concern 

during emergencies. 
  
Sincerely, 
  
  
Head of School 
Snow Pond Arts Academy 
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APPENDIX 11 

Staff Skills Survey & Inventory 
  
Name & School ___ _ --::-::------- --'- ----::-:--,-------_ _ _ _ 
Name School Room# 
During any disaster situation, it is important to be able to draw from all available resources. The special skills, training 
and capabilities of the staff will play a vital role in coping with the effects of any disaster incident, and they will be 
of paramount importance during and after a major or catastrophic disaster. The purpose of this survey/inventory is to 
pinpoint those staff members with equipment and the special skills that might be needed. Please indicate the areas that 
apply to you and return this survey to your administrator. 
  
PLEASE CHECK ANY OF THE FOLLOWING IN WHICH YOU HAVE EXPERTISE & TRAINING. 
  
CIRCLE YES OR NO WHERE APPROPRIATE. 
First Aid ( CUITent card yes/no) CPR (current yes/no) 
Construction (electrical, plumbing, carpentry, etc.) 
Emergency Planning Emergency Management 
Law Enforcement lsi/Multi-lingual (what language (s)) 
Mechanical Ability Structural Engineering 
Triage Firefighting 
Running/Jogging/physical fitness 
Search & Rescue 
Bus/Truck Driver 
(COL yes/no) 
Shelter Management Survival Training & Techniques Food Preparation 
Military Experience (current 
(reserves/national guard yes/no) 
Camping 
CB/Ham Radio Operator 
Waste Disposal 
Journalism 
Recreational Leader 
DO YOU KEEP A PERSONAL EMERGENCY KIT? ______ In your car ? _ __ In your room? __ _ 
DO YOU HAVE MATERIALS IN YOUR ROOM THAT WOULD BE OF USE DURING AN EMERGENCY? 
(i.e., athletic bibs, traffic cones, carpet squares, first aid kit, tarps, floor mats, etc.) ____ Yes ____ No 
DO YOU HAVE EQUIPMENT OR ACCESS TO EQUIPMENT OR MATERIALS AT YOUR SCHOOL SITE THAT 
COULD BE USED AN IN EMERGENCY? YES NO 
PLEASE LIST EQUIPMENT AND MATERIALS. 
COMMENTS ___ ____ _ ______ ______ ________ _ _ 
WHAT WOULD MAKE YOU FEEL MORE PREPARED SHOULD A DISASTER STRIKE WHILE YOU WERE 
AT SCHOOL? 
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APPENDIX 12 

Master Campus Schedule 
Insert Master Campus Schedule 
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APPENDIX 13 

Emergency Response Drill Log 

School: ------------------------District: ---------------------- 
Date Type of Drills Comments 
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APPENDIX 14 

Distribution List 
. Insert Distribution List 
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APPENDIX 15 

Security Audit 
Insert Security Audit information 
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ANNEX - Restricted Information 
  
PLANNED RESPONSES -ACTION GUIDES 
Functional Protocols-Immediate Response Actions 
• Evacuation Procedures 
• Reverse Evacuation 
• Lockdown 
• Shelter-in-Place Procedures 
• Drop; Cover and Hold Procedures 
• Off-Campus Evacuation 
• Mental Health/Crisis Intervention 
  
Incident Specific Procedures 
•          Bomb Threat/Suspicious Packages 
•          Bus Accidents 
•          Fires 
•          Intruder/ Active Shooter/Hostage Situation 
•          Nuclear Power Plant Accident 
•          Severe Weather 
•          Hazardous Materials Release (indoors and outdoors) 
•          Earthquakes 
•          Active Shooter/ Armed Intruder 
•          Utilities Loss or Failure 
•          Media 
•          Structural Failure 
•          Medical Emergency 
•          Public Health Emergency 
  

Functional Protocols (School-wide) 
Functional protocols form the.school-wide core responses to incidents in the Emergency 
and Crisis Response Plan. These are written action steps that are implemented when a 
crisis situation calls for specific response procedures which include: 
•          lockdown, 
•          evacuation, 
•          reverse evacuation, 
•          shelter-in place, 
•          duck and cover, 
•          family reunification, 
•          off-campus evacuation and 
•          crisis intervention (mental health) 
  
The difference between a functional protocol and an incident specific procedure is 
that a single functional protocol may be included in one or more specific emergencies. 
For example, shelter-in-place may be included one of several responses to an outside 
hazardous material spill and may include reverse evacuation into the building and/or an 
off campus evacuation, depending on the circumstances. A school shooting would result 
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initially in a lockdown, and then off campus evacuation, family reunification and crisis 
intervention (counseling/post trauma stress debriefing). 
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Evacuation 
Purpose: Whenever it is determined that it is safer outside than inside the building (IE. , fire, 

explosion, hazardous material spill inside, structural failure, etc.) 
  
School Commander: 
•          Designate someone to Call 9-1-1 , identify the name of the school, describe the emergency, 

state the school is evacuating, and identify the location of the school command post.  
•          The School Commander or designee will make the following announcement using the 

building Public Address system, 2-way radio, telephone, or megaphone: "YOUR ATTENTION, 

PLEASE. WE NEED TO INSTITUTE AN EVACUATION OF THE BUILDING. TEACHERS 

ARE TO TAKE THEIR STUDENTS TO THEIR DESIGNATED ASSEMBLY AREA. TEACHERS 

TAKE YOUR CLASS ROSTER AND TAKE A HEADCOUNT AT THE ASSEMBLY AREA." 
•          Notify the district office of the school evacuation. 
•          Designate someone to contact the Transportation Director or bus service to take students to 

the alternate off-campus relocation site. 
  
Office staff: 
•          Take visitor log and student sign out sheet to the assembly area . 
•          Gather headcount information from teachers and inform the principal or incident commander 

of any missing student(s) or staff. 
  
Teachers: 
•          Teachers will instruct students to evacuate the building, using designated routes, and report to 

their assigned Assembly Area. Designate a student leader to help move your class to the assembly 

area . 
•          Close your door, turn off your lights 
•          If the exit route is blocked, follow an alternate exit route. 
•          Bring your class lists, phone lists, and classroom Go Kit materials 
•          All staff will sweep the bathrooms, hallways and common areas for visitors, staff and students 

while exiting. 
•          Take attendance, especially noting any students in other activities or services such as band, 

orchestra, choir, speech, chess, etc. that are missing. Display GREEN status card to indicate all 

students accounted for or use RED status card to indicate someone is missing or injured. Report any 

missing students or staff to the area coordinators 
•          At the assembly area, teachers and students will stay in place until further instructions are 

given. 
  
Support Staff: 
•          Return all of your students to their classroom designated assembly areas or a buddy teacher, 

avoiding area(s) of hazard 
•          Report to the Unassigned Staff Area. You may be needed in another capacity as the incident 

unfolds 
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Reverse Evacuation 

Purpose: When conditions are safer inside the building than outside such as: severe weather, 

community emergency, gang activity, hazardous material release outside, etc.) 
  
School Commander: 
•          Order a REVERSE EVACUATION for students and staff outside to move inside the building. 

Use the building PA, megaphone, 2-way radio telephones, or runners to gather school community 

inside. 
•          Notify the school office of the situation. 
  
Teachers: 
•          Immediately move back to classrooms or safe areas (if it is safe to do so) using the closest 

entry. - 
•          If movement into the building would present a danger to persons outside, teachers and staff 

outside will direct students to the designated assembly areas or off campus assembly site.  
•          Teachers will take attendance and account for all students. Report any missing students to 

administration 
•          No students or staff are allowed outside the building .. 
•          Close and lock all exterior doors and windows. Monitor the main entries until the "All Clear" 

is given. 
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Lockdown 
Purpose: Used when there is a threat of violence or serious incident that could 
jeopardize the safety of students/staff (I E. Intruder, shooting, . hostage incident, gang 
fights, civil disturbance, etc.) 
  
School Commander: 
The School Commander or designee will make the following announcement 
using the building Public Address system, 2-way radio, telephone, or megaphone: 
"YOUR ATTENTION, PLEASE. WE ARE EXPERIENCING AN EMERGENCY 
SITUATION AND NEED TO LOCKDOWN THE SCHOOL IMMEDIATELY. 
TEACHERS LOCK YOUR DOORS AND KEEP STUDENTS INSIDE UNTIL 
FURTHER NOTICE: STUDENTS OR STAFF ARE TO RETURN TO THE NEAREST 
CLASSROOM OR OFFICE. IGNORE ALL ALARMS AND BELLS UNLESS 
ADVISED OTHERWISE." 
  
•          Designate someone to Call 9-1-1, identify the name and address of the school, describe the 

emergency, state the school is locking down, provide intruder description and weapon( s) if known, 

and identify the location of the school command post. . Direct staff to stay on the phone to provide 

updates and additional information. 
•          Notify staff and classes outside to immediate move to the off-campus assembly area(s), 

account for the students and be prepared to evacuate off-campus to a relocation site. 
•          Direct staff to switch bells to manual mode and deactivate the fire alarm. 
•          Notify the transportation director or contractual bus service to stop all inbound buses and 

redirect them to designated relocation site(s). 
•          Notify school office 
•          Direct staff to turn off alarms and bells 
  
Office Staff: 
•          Stay by the phones to wait for additional procedures from Head of School and 
•          incident commander. 
•          Remotely check status of classrooms via P A., telephone, computer or other methods 
•          Assist the principal or Incident Commander establishes the school command post. 
  
Custodians: 
•          Close and lock all delivery doors. 
•          Direct any contractors, delivery drivers, or vendor repairmen located inside the building into a 

safe area and lock the door. 
  
Teachers: 
•          Clear the hallway and bathrooms by your room moving everyone into the classroom. 
•          Lock your doors, turn off your lights, and shut your blinds and windows 
•          Move students and staff away from the doors and windows: 
•          Have all persons sit down against an interior wall. 
•          Place a GREEN or RED status card on/under your door and window. (Green signifies 

everything is ok, Red means emergency assistance is need) 
•          If a life threatening situation exists, exit immediately to a place of safety. 
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•          Ignore all bells and alarms unless otherwise instructed 
•          Take attendance and be prepared to notify Incident Commander of missing students or 

additional students, staff or guests sheltered in your classroom. 
•          Allow no one outside of the classroom until the Incident Commander gives the "All Clear" 

signal. 
•          If outside, teachers will move students to the designated off-campus assembly area and wait 

for further instructions 
  

*Consider using a duress code to authenticate any all-clear signal* 

(This is a specific word or phrase that is used prior to giving the all clear signal that 

indicates to all staff that the person signaling the all clear is not being forced to do so 

by an intruder) 
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Shelter-in-Place 

Purpose: Provides a refuge for students, staff and the public inside the school 

building 

during an emergency such as severe weather or hazardous material release outdoors. 

Shelters are located in areas of the building that maximize the safety of occupants. 

Shelter-in-place is used vvhen evacuation would place people at risk. Shelters may 

change depending on the emergency. 
  
School Commander: 
•          The School Commander or designee will make the following announcement using the 

building Public Address system, 2-way radio, telephone, or megaphone: "YOUR ATTENTION, 

PLEASE. WE ARE EXPERIENCING AN EMERGENCY SITUATION AND NEED TO 

IMPLEMENT SHELTER-IN-PLACE PROCEDURES. STUDENTS AND STAFF ARE 

DIRECTED TO MOVE TO THE DESIGNATED SHELTER LOCATIONS AND SAFE AREAS. 

ALL STAFF AND STUDENTS OUTSIDE ARE TO IMMEDIATELY MOVE TO THE 

PROTECTION OF AN INSIDE ROOM." 
•          Order a REVERSE EVACUATION for students and staff outside to move 
•          inside the building. Use the building PA, megaphone, 2-way radio, telephones, or 
•          runners to gather staff and students inside. 
•          Direct staff to close all windows and doors . 
•          If warranted, order the shut -off of heating, ventilation and air conditioning system to stop the 

inflow of outside air into the building. 
•          Notify school office the school is SHELTERING-IN-PLACE. 
•          Monitor the NOAA weather radio 
•          Be prepared to announce change in status ("DROP, COVER AND HOLD" or "All Clear") 
  
Custodians: 
• Shut off utilities (if necessary). 
• Turn off ventilation systems (Heating, ventilation and air conditioning) as appropriate. 
• Post Shelter in Place cards at the primary entrances to the building(s). 
  
Teachers: 
•          Move students into designated safe areas such as inside rooms with no windows, bathrooms, 

utility closets, and hallway without large windows or doors. 
•          Close classroom doors and windows when leaving. 
•          Have everyone kneel down and be ready to cover their heads to protect from debris. 
•          Move students from mobile classrooms to an interior safe area in a permanent structure. 
•          All persons must remain in shelter until notified by the Incident Commander or emergency 

responders. 
•          If outside, teachers will direct students into the nearest school building interior safe area or 

other appropriate shelter. 
o   For severe weather, if there is no time to get into a building or shelter, attempt to squat or lie 

low in the nearest (ravine or open ditch) or low spot away from trees and power poles. 
o   If movement into the building would expose persons to hazardous chemical plume, teachers 

should move to designated outdoor assembly areas upwind or crosswind from the spill. 
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Snow Pond Arts Academy Charter School Application / 196  

 

Drop, Cover and Hold 
Purpose: Drop. Cover and Hold is used when an incident occurs with little or no 
warning. This action is taken to protect students and staff from flying or falling debris 
resulting from explosions, structural failures, severe weather or earthquake. 
•          Inside, teachers will instruct students to duck under their desks and cover their 
•          heads with their arms and hands. 
•          All students and staff who have moved to shelter or safe areas in the building in response to 

severe weather, should kneel down against the wall and cover their head with their arms and hands. 
•          Outside, teachers will instruct students to drop to the ground, place their heads between their 

knees and cover their head and eyes with their arms and hands. 
•          Instruct everyone to move away from windows. 
•          Teachers should account for their students and report any student missing to the 

administration. 
•          The School Commander may order an evacuation if the situation warrants and itis safe to do 

so.  
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Off-Campus Evacuation 
Purpose: This protocol is used when circumstances require the off-site evacuation 
and relocation of students and staff to a remote site where students will be accounted 
for and released to their parents or guardians. During emergencies, parent, relatives, 
and friends often rush to the school incident site to check on the safety of students and 
staff The resulting blockage of streets and large number of people can severely hamper 
response actions by emergency agencies. The most effective way to prevent this chaos 
is to redirect those concerned individuals to a site that is remote from the school and to 
evacuate students and staff to that site. 
  
School Commander: 
The School Commander will advise the Incident Commander of the decision to implement the 

protocol and begin setting up the bus evacuation staging area. 
•          Determine the appropriate pre-designated relocation site and evacuation route. 
•          Decide if it is safe for the students/staff to walk to the relocation or if buses are required. 
•          Request law enforcement to provide security at the evacuation staging area, along the 

evacuation route and for traffic control/security at the relocation site during Family Reunification. 
•          The School Commander or designee will order an OFF-CAMPUS EVACUATION and 

FAMILY REUNIFICATION at a pre-designated relocation site with the following announcement: 

"YOUR ATTENTION PLEASE. FOR SAFETY REASONS, WE ARE EVACUATING OFF SITE 

TO LOCATED AT ______ . WE WILL BE IMPLEMENTING THE FAMILY REUNIFICATION 

FROM THAT LOCATION." 
•          Direct staff to move students to the evacuation staging area for loading onto buses. 
•          Notify the school office and Head of School of the evacuation and relocation. 
•          Request assistance in preparing the site for arrival. Provide an update on the situation, identify 

the primary relocation site, the evacuation route and if needed, request buses or alternate means of 

transportation. 
•          Request the district office to activate appropriate system-wide Crisis Response 
•          Teams from each school and send them to the relocation site to assist with Family 

Reunification. 
•          Provide the school media/public information representative with detailed instructions via fax 

or prepared information release to read to the public in order to direct concerned relatives to the 

Family Reunification Site. 
•          Designate someone as the Reunification Site Commander. 
  
Teachers and staff 
•          Take your class roster, phone lists and emergency Go Kit as you exit to the designated 

assembly area. 
•          After evacuating, take roll and account for all students. Report any missing students to school 

administration. Hold up the RED status card to indicate you have missing or injured students. Use the 

GREEN status card if everything is ok. 
•          Maintain control of your class. After receiving the alert for OFF CAMPUS EVACUATION, 

guide students to the designated evacuation staging area for movement to the relocation site. 
•          Ensure special needs students and staff are assisted. Request help if needed. 
•          While en route to the relocation site, the teachers will prepare list of all evacuees on the bus, 

which will be delivered to the reunification site commander upon arrival. 
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•          Follow the instructions of the Family Reunification site staff when you arrive. 
•          You may be asked to assist in staffing the site. 
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FAMILY REUNIFICATION 
Purpose: The Family Reunification Protocol is used to ensure a safe and secure means 
of accounting for students and reuniting parents/guardians with their children whenever 
the school facility or grounds is rendered unsafe and a remote site is needed. 
  
School Commander: 
•          The School Commander after consulting with the Incident Commander will determine the 

appropriate pre-designated relocation site and safe evacuation route. 
•          The School Commander will notify the contact person at the relocation site to 
•          prepare for arrival of students. 
•          Designate a Reunification Site Commander. 
•          Request the District Office to send personnel to staff the Family Reunification Center. 
  
Reunification Site Commander: 
•          Establish a command post 
•          Organize public safety and mental health/crisis response staff who will be reporting to the 

site.  

 Use them to calm waiting parents/guardians and explain that an orderly process is required 

for the safety of the students. 
•          Check identification of all non-uniformed personnel who arrive to assist. 
•          Secure a holding area for arriving students and staff away from waiting family members 
•          Set up an adult report area for parents/guardians to sign-in and to check identification. 
•          Set up a student release area where students will be escorted to meet their parent/ guardian 

and sign out. 
•          Set up a mental health area and direct staff to escort parent/ guardian of any injured, missing 

or deceased student to the area for staff to provide notification in private away from other parents. 
•          Set up a media staging area and notify the school media liaison of the location. 
•          Keep evacuees on buses or in a holding area separate from parents until they can be signed 

out to waiting parents/guardians. 
•          Only release students to authorized persons after checking proof of identity and signing a 

student release form. 
•          Instruct parents/guardians to leave the site to make room for others once they have signed out 

their student. 
  
Teachers 
•          Provide a list of evacuees to the reunification site staff upon arrival. 
•          Ensure special needs students and staff are assisted. Request help if needed. 
•          - Follow the instructions of the Family Reunification Center staff when you arrive. 
•          You may be asked to assist in staffing the site. 
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Mental Health/Crisis Intervention 
Purpose: These procedures are intended to guide staff in responding to more frequently 
occurring crisis such deaths, injuries, emergencies or other traumatic events impacting 
the school community. As a result of such incidents, students and staff may exhibit a 
variety of psychological reactions. As soon as the safety of those involved have been 
insured, attention must turn to meeting the emotional and psychological needs of students 

and staff. Knowing what to do if such as crisis occurs will minimize the chaos, rumors and the 

impact of the event on other students and staff. 
  
School Commander: 
•          Notify the Superintendent of the incident or emergency . 
•          Ensure the designated media or public information officer is notified and briefed on the 

circumstances and actions taken. Request the PIO to prepare formal announcement and media 

release. 
•          Activate the school Crisis Intervention Team and assign duties. Request additional district 

level support from teams from other schools or community based mental health resources if needed. 
•          Notify building support staff including counselors, psychologists and social workers.  
•          Convene an emergency staff meeting. Invite outside professionals to join the meeting to help 

staff members process their own reactions to the situation. 
•          Determine if additional district/community resources are needed- or are needed to "stand by"-

to effectively manage the crisis, and notify them if appropriate. 
•          Assign staff to monitor the grounds for students leaving the building without permission. 

Redirect them to support services. If unable to intercept, make parent notification and inform them of 

the situation. 
•          Make an initial announcement over the P A system to the entire school. Include minimum 

details and note that additional information will be forthcoming. 
•          Prepare statements for telephone inquiries. 
•          Immediately following resolution of the crisis, convene the Crisis Intervention 
•          Team for a debriefing to discuss successes and problems and allow staff an opportunity to 

discuss feeling and reactions. 
  
Mental Health/Crisis Intervention Team: 
•          Assess the range of crisis intervention services needed during and following an emergency or 

event. 
•          Advise and assist the school administrator to restore regular school functions as efficiently 

and as quickly as possible. 
•          Provide direct intervention services, critical incident stress debriefings, on going assessment 

of needs and follow-up services as required. 
•          Identify locations in the school designated for individual or group counseling and make a 

building wide announcement. 
•          Identify, gather, and inform the siblings, closest friends and teachers of the deceased/injured 

and provide counseling support. Notify parents of affected students regarding available community 

resources. 
•          Provide grief support for students/staff in designated building areas. Ensure parents of any 

students seeking support are notified of the impact of the event on their child.  
•          Review and distribute guidelines to help teachers with classroom discussions. 
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•          Stand-in for any substitute teacher in the building or for any staff member unable or unwilling 

to deal with the situation during the announcement and subsequent discussion. 
•          Assign a counselor, psychologist, social worker or other designated staff to follow a 

deceased/injured student's class schedule for the remainder of the day if that will help teachers in 

those classes. 
•          Notify feeder schools regarding siblings or other students predicted to be strongly affected. 
  
Teachers and staff: 
•          Seek crisis intervention services or counseling if you are experiencing difficulty coping with 

the event. 
 
•          Provide stress management during class time. Allow students to talk about what they felt or 

experienced in response to or during the event. Encourage 
•          Be prepared for some outbursts and disruptive behaviors. Refer students experiencing stress to 

counseling. 
•          Allow for changes in normal routines or test schedules. 
•          Anticipate a recurrence of emotions and trauma on the anniversary date of the incident.  
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Bomb Threat 
  
Call Taker: Upon receiving a message that a bomb has been placed in school: 
•          Use bomb threat checklist. (Page _of Emergency Response Plan) 
•          Ask where the bomb is located, when will the bomb go off, what materials are in the bomb, 

who is calling, why is caller doing this. (See Bomb Threat Checklist) 
•          Listen closely to caller's voice and speech patterns and to noises in background.  
•          After hanging up phone, immediately dial *57 to trace call. (May be different on your phone 

system) 
•          Notify the Head of School/School Commander or designee. 
  
School Commander: 
•          School Commander or designee notifies law enforcement by calling 911 (Insert the actual 

sequence to dial 911 from your phone system). 
•          Assign staff to meet and brief emergency responder agencies outside. 
•          Notify staff through the Public Address system: "YOUR ATTENTION PLEASE. A 

BUILDING EMERGENCY IS IN EFFECT. ALL STAFF AND STUDENTS SHOULD REMAIN 

IN THEIR ROOMS UNTIL ADVISED OTHERWISE. SEARCH TEAM MEMBERS PLEASE 

REPORT TO ___ _ _ ALL TWO-WAY RADIOS AND CELL PHONES SHOULD BE TURNED 

OFF." 
•          The School Commander and law enforcement agency will make a decision to: 
o   Evacuate Immediately 
o   Search the building and Evacuate if warranted. 
o   Notify the Head of School. 
o   Ensure staff who received the call completes the Bomb Threat Checklist and gives to law 

enforcement official. 
•          Assemble and brief the Search Team members at the interior command post. 
•          Assign search areas within the building, the emergency exit routes and the outside assembly 

areas. 
•          If a suspicious item is located, notify law enforcement official, order an EVACUATION 

selecting routes and assembly areas away from the suspicious item. DO NOT ACTIVATE THE 

FIRE ALARM. 
•          Direct students and staff, "DO NOT take personal belongings, coats or backpacks." "Teachers 

and staff will leave their windows and doors open when exiting." 
•          Students and staff must be evacuated to a safe distance outside of school building(s) 

MINIMUM 1000 Feet. is the general rule. Consult with Fire and Police officials 
•          Arrange for person who found a suspicious item to talk with law enforcement official. 
•          No one may re-enter the building(s) until fire or police personnel declare them safe. 
•          After consulting with the Head of School, and the Incident Commander, the 
•          School Commander may move students to if weather is inclement or building is damaged. 

(primary relocation center) 
•          The school commander will notify staff and student of the termination of the emergency and 

to resume normal operations. 
  
Teachers and staff: 
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•          Teachers and staff will check their classrooms, offices and work area for suspicious items and 

report any findings to the School Commander or Search Team members. 
•          If a suspicious item is found-DO NOT TOUCH IT. Secure the area where the item is located, 

but do not guard it. 
•          Teachers will account for their students and be prepared to evacuate if ordered. 
•          Teachers and staff will evacuate using standard procedures and exit routes to assembly area. 
•          Teachers will open classroom windows and leave classroom doors open when exiting. 
•          Teachers take roll after being evacuated. Hold up the GREEN status card to indicate everyone 

is accounted for. Use a RED status card to indicate student or staff is missing or you need immediate 

assistance. Be prepared to report the names of any missing persons to school administration. 
•          Keep your class together at the assembly area until given further instructions. Be prepared to 

for Off-Site Evacuation if ordered. 
•          If given the "All Clear" signal, return to the building and resume normal operations. 
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BUS ACCIDENT 
  
Bus Driver/Monitor: 
•          Protect student passengers from injuries and the bus from further damage. 
•          Tum off the ignition, remove the key and activate the hazard lights. 
•             Check for conditions that could cause a fue 
•          If conditions are safer outside the bus than inside, evacuate the bus 
•          Do not leave students unattended or unsupervised. 
•          Notify the appropriate law enforcement agency by calling 911. Let them know a school bus 

was involved, exact location, number of injured and type of injuries, school district or bus company 

name and remain on the phone to provide updates until emergency responders arrive. 
•          Contact the school district/bus company office and provide the following information: 
1.   Who 
2.   What, 
3.   When, 
4.   Where(location) 
5.   Why and needs 
•          Do not discuss details of the accident with media 
•          .Do not release any students to anyone unless told to do so by school district administration or 

law enforcement 
•          If you are directed by law enforcement to remove student passengers from the scene, be sure 

to follow their directions and/or school district/bus company policy and procedures for removal and 

transport. 
•          If there are no injuries, follow school district/bus company policy and instructions on moving, 

returning or delivering students. 
  
School Commander: 
•          Dispatch the district transportation director, school administrator or designee to the accident 

location. 
•          School official( s) at the scene will access level of support needed and convey this to the 

School Commander and Head of School's office. 
•          School Commander or designee at the scene will report the names of student passengers, their 

conditions disposition, and location(s) where injured were taken to the district office so parent 

notifications can be made. 
•          Direct school official(s) at the scene to accompany injured students to the hospital. 
•          The School Commander or Head of School will ensure any special health information or 

medication for any injured student is sent to the hospital. 
  
Superintendent 
•          If multiple hospitals are used, the Head of School's office will send an administrator to each 

hospital. 
•          The Head of School or designee will notify the parents/guardians of students involved, and if 

insured, the name/location of the hospital the student where the student was taken. 
•          District staff will assess counseling needs of victim(s) or witness(s) and implement post-crisis 

procedures. 
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•          Direct the district public information officer to prepare a media release and parent letter of 

explanation for the same day distribution, if possible. 

FIRE 
In the event a fire or smoke from a fire has been detected: 
•          Any staff discovering fire or smoke will signal the fire alarm, and report the fire to the School 

Administrator. 
•          The School Commander or designee will immediately initiate an EVACUATION 

announcement, direct staff to call 9-1-1 to verify the fire alarm and notify the district office. 
•          Staff, students and visitors will immediately evacuate the building using prescribed routes or 

alternate routes to the Assembly Areas. 
•          No one may re-enter building(s) until entire building(s) is declared safe by the fire department 
  
Administration: 
•          School Commander or designee calls 911 (Insert the actual sequence to dial 9-1-1 from your 

phone system) to confirm the alarm is active, identify the school name and location, provide exact 

location of the fire or smoke, state the building is being evacuated and identify the location of the 

school command post. 
•          School office staff will take the visitor log, student sign-out sheet and the Critical Incident 

Response Kit and evacuate to the designated school command post. 
•          Office staff will obtain student roll from teachers and inform the Head of School or incident 

commander of any missing students 
•          After consulting with the Head of School, fire department and law enforcement officials, the 

School Commander may direct an off-site evacuation to ___ ______ if weather is inclement or 

building is damaged. (Primary relocation center) 
•          School Commander notifies students and staff of termination of emergency, return to the 

building and resumes normal operations. 
  
Teachers 
•          Take the class roster , the emergency Go Kit and lead students out of the building to the 

designated assembly area(s). Use alternate escape routes if the regular route is blocked or there is a 

safety hazard. 
•          Close the classroom door and turn out the lights upon exiting confirming all students and 

personnel are out of the classroom. 
•          Take attendance at the assembly area after being evacuated .. Hold up the GREEN status card 

to indicate all students are accounted for. Use the RED status card to indicate a student or staff is 

missing or you need immediate assistance. 
•          Be prepared to move students if an OFF-CAMPUS EVACUATION is ordered. 
•          Keep your class together and wait for fm1her instructions. 
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INTRUDER/HOSTAGE 
Intruder- When an unauthorized person enters school property: 
•          Notify School Commander. 
•          Ask another staff person to accompany you before approaching guest/intruder. 
•          Politely greet guest/intruder and identify yourself. 
•          Ask guest/intruder the purpose of his/her visit. 
•          Inform guest/intruder that all visitors must register at the main office. 
•          If intruder's purpose is not legitimate, ask him/her to leave. Accompany intruder to exit. 
If intruder refuses to leave: 
•          Warn intruder of consequences for staying on school property . 
•          Notify security or police and Head of Schoolif intruder still refuses to leave. Give police full 

description of intruder. (Keep intruder unaware of call for help if possible) 
•          Walk away from intruder if he/she indicates a potential for violence. Be aware of intruder's 

actions at this time (where he/she is located in school, whether he/she is carrying a weapon.or 

package, etc). 
•          Maintain visual contact with intruder from a safe distance. 
•          School Commander notifies Head of School and may issue Lockdown procedures (see 

Lockdown Procedures section). 
Hostage Situation: 
•          If hostage taker is unaware of your presence, do not intervene. 
•          Notify the Head of School or main office. 
•          School Commander or designee will announce LOCKDOWN action. 
•          The SC or designee will ensure staff outside are notified of the LOCKDOWN and to move 

students away from the building to the outside assembly areas. 
•          The SC or designee will call 9-1-1 immediately (insert the actual sequence to call 9-1-1 from 

your phone system). Give dispatcher details of situation; description and number of intruders, exact 

location in the building and that the school is in LOCKDOWN. Ask for assistance from hostage 

negotiation team. 
•          The SC or designee will redirect any buses enroute to the school to an alternate location. 
•          School Commander notifies Head of School. 
•          The SC will give control of scene to police and hostage negotiation team. 
•          The SC will ensure detailed notes of events are taken. 
•          Teachers and staff will implement LOCKDOWN procedures upon hearing the alert. If 

outside, move to campus assembly areas and wait for further instructions. 
•          Everyone should remain in lockdown until given the "All Clear" or if directed in person by a 

uniformed law enforcement officer. 
If taken hostage: 
•          Follow instructions of hostage taker. 
•          Try not to panic. Calm students if they are present. 
•          Treat the hostage taker as normally as possible. 
•          Be respectful to hostage taker. 
•          Ask permission to speak and do not argue or make suggestions. 
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NUCLEAR POWER PLANT RADIOLOGICAL EVENT 
Schools within 1.0-mile radius (Insert facility name(s)) Nuclear Station: Listen for 3 to 5 
minute steady siren blast. This signals public to tune their radios to an Emergency Alert 
Station (EAS). Schools will be notified if radiological release requires protective actions. 
There are two basic protective actions: Sheltering and Evacuation. 
Sheltering Notification: 
•          Bring all persons inside building(s). 
•          Close all exterior doors and windows. 
•          Tum off any ventilation leading outdoors. 
•          Cover up food not in containers or put food in the refrigerator. 
•          If advised, cover mouth and nose with handkerchief, cloth, paper towels or tissues. 
Administration: 
•          School Commander announces EVACUATION alert to students and staff directing them to 

remain the classrooms until transportation arrives and a second notice is given to load the buses. 
•          School Commander contacts (transportation coordinator) and informs him/her that an 

EVACUATION and OFF CAMPUS RELOCATION has been ordered. 
•          School Commander or designee notifies the relocation center to activate the FAMILY 

REUNIFICATION PROTOCOL. 
•          Activate the parent notification protocol and direct them to the relocation site. 
•          Order teachers and support staff to close all windows. 
•          Direct staff to turn off lights, electrical equipment, gas, water faucets, air conditioning and 

heating system. 
•          Post evacuation signs at the main entrances to the building. 
Teacher responsibilities during evacuation and movement to relocation site: 
•          Return to homeroom or keep classes intact. 
•          Take roll. 
•          Explain evacuation/off-campus relocation procedures to students. 
•          Instruct students to take belongings. 
•          Wait in classroom until School Commander or designee informs teachers that buses have 

arrived. 
•          Take class roster, emergency Go Kit and move students to the bus staging area for loading. 
•          Take roll again after aniving at the relocation center 
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SEVERE WEATHER 
When a Severe Weather Watch or Warning has been issued in the area near the school. 
Severe Weather Watch has been issued: 
•          Monitor NOAA Weather Stations (National Weather Service, Weather Channel, or 

television). 
•          Bring all persons inside building(s). 
•          Be prepared to move students from mobile classrooms into the building. 
•          Close windows and blinds. 
•          Review severe weather drill procedures and location of safe areas. Severe weather safe areas 

are under desks, in hallways and interior rooms away from windows. 
•          Avoid gymnasiums and cafeterias with wide free-span roofs and large areas of glass windows. 
•          Review "DROP COVER and HOLD" procedures with students. 
•          Assign staff to monitor all entrances and weather conditions. 
Severe Weather Warning has been issued in an area near school or severe weather has been 

spotted near school: 
•          The School Commander will announce SHELTER-IN-PLACE alert signal 
•          The SC will direct students and staff inside the building to immediately move to interior safe 

areas, closing classroom doors after exiting. 
•          Ensure that students are in "DROP, COVER and HOLD" positions until the danger passes. 
•          The SC will direct students and staff outside to REVERSE EVACUATE into the building. 
•          If outside, students and staff should move to the nearest interior safe area. If time does not 

permit, have students get down in the nearest ravine or open ditch or low spot away from trees or 

power poles. 
•          Evacuate students and staff from any mobile classrooms in to the building. 
•          Remain in safe area until warning expires or until emergency personnel have issued an all-

clear signal. 
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HAZARDOUS MATERIAL RELEASE 
Hazardous material (hazmat) release is an incident involving the discharge or spill of a 
biological or chemical substance including release of radioactive materials. Internal hazmat 
incidents may occur from activities in a school laboratory, vocational technical area, 
or maintenance shop. External haz-mat exposure often results from an accident involving 
a train or truck carrying hazardous materials or an explosion or spill at an industrial site. 
Substance Released Inside A Room or Building 
•          The School Commander (SC) will initiate an EVACUATION alert. Direct staff to use 

designated routes or other alternate safe routes to assigned Assembly Area( s) upwind or crosswind 

from the affected room or building. 
•          The SC directs staff to call 9-·1-1 (Insert the actual sequence to dial 911 from your phone 

system,) provide the name and location of the school, state the emergency and describe actions to 

safeguard students and staff and identify the location of the school command post. 
•          The SC or staff will notify the Head of School's office and request activation of media and 

parent notification protocol. 
•          The SC will direct staff to secure the area around the chemical spill and ensure the air 

handling ventilation system is shut down. 
•          The SC will establish a school command post outside the school and brief fire officials when 

they arrive. 
•          Refer media to:  Executive Director/Head of School: Telephone Numbers (home, work, 

mobile) 
•          Teachers should take attendance at their outside Assembly Area and report any missing or 

injured students to administration. 
•          After evacuation, persons who have come into direct contact with haz-mat substances should 

be taken to a decontamination area. 
•          The SC will determine if an off-campus evacuation to a relocation site is necessary. If so, 

request transportation resources from the district. Alert staff to move to students to designated 

transportation site. 
•          Request law enforcement officials to assist with evacuation and assign officers to the 

relocation site. 
Substance Release Outdoors: 
•          The School Commander (SC) will immediately announce a SHELTER-IN PLACE alert and a 

REVERSE EVACUATION into the building for all students and staff outside the building. 
•          The SC or designee will call 9-1-1 (Insert the actual sequence to dial 911 from your phone 

system) identify the name/exact location of the school, describe the emergency, state what actions are 

being taken to safeguard students/staff and remain on the line until told otherwise. 
 •  The SC will direct staff to turn off air handling/ventilation systems, close all windows and 

doors and turn off fans and air conditioners. 
•          The SC will notify the Head of School's office and request activation of media and parent 

notification protocol. 
•          Refer media to: District Spokesperson Telephone Numbers (home, work, mobile) 
•          The SC will ensure all buses enroute to the school are re-directed to the alternate relocation 

site and deposit the student there for reunification with parents. 
•          Teachers and staff outside will immediately move into the building using the nearest entrance 

and proceed to the designated safe areas. If movement into the building would expose persons to 
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hazardous chemical plume, teachers should move to designated outdoor assembly areas ·upwind or 

crosswind from the spill. 
•          The SC will turn on a radio or television to monitor information concerning the incident. 
•          The school will remain in SHELTER-IN-PLACE until the fire official or appropriate agency 

provides clearance or the staff is otherwise notified by the Head of School. 
•          When emergency responders determine it is safe to do so, the SC will give the "All Clear" 

signal to staff and students and announce whether school will resume normal activities, dismiss early 

or complete a non-emergency evacuation and movement to an off-campus relocation site for parent 

reunification. 
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EARTHQUAKE 
Earthquakes generally occur without warning and may cause minor to serious ground 
shaking, damage to building and injuries. 
School Commander: 
•          The School Commander (SC) or designee will call 9-1-1 (if necessary) (Insert the actual 

sequence to dial 911 from your phone system) 
•          After the shaking stops, the SC will initiate an EVACUATE BUILDING alert. 
•          Staff and students will evacuate using designated routes or alternate routes to the outside 

Assembly Area(s). 
•          The SC will contact the Head of School's office and activate the media and parent notification 

protocol. 
•          The SC will establish a school command post and medical triage site on campus. 
•          The SC will direct staff to shut off utilities and notify the appropriate utility company of 

damages (e.g., gas, power, water or sewer) 
•          The SC will consult with emergency management and public safety officials to determine if 

the buildings are safe for reoccupancy. 
•          The SC will consult with the Head of School concerning closing school. 
•          They will decide whether to announce dismissal students from the school or 
•          EVACUATE student's off-campus to an alternative relocation site for Parent Reunification. 
•          If an off-campus EVACUATION is ordered, activate the parent notification procedures and 

notify the appropriate law enforcement agency to request assistance at the relocation site. 
Teachers and staff: 
•          Upon the first indication of an earthquake, teachers should direct students to DROP, COVER 

and HOLD, seek shelter under desks and move away from windows and overhead hazards. 
•          If outdoors, teachers should direct students to move away from buildings, gas and electrical 

lines. 
•          If EVACUATION is ordered, teachers will bring their student roster and emergency Go Kit, 

take attendance at the Assembly Area, and report any missing or injured students. 
•          Designated staff will check for injuries and provide appropriate first aid. 
•          Be prepared to relocate to a remote site if an off-campus evacuation is ordered. 
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ACTIVE SHOOTER/ARMED INTRUDER 
An active shooter or armed assault on campus involves one or more individual's intent on 
causing physical harm to students and staff. Intruders may possess a gun, a knife a bomb 
or other harmful device. 
  
Administrator 
•          The School Commander (SC)/Principal will direct staff to call 9-1-1 (Insert the actual 

sequence to dial 911 from your phone system), give the name and exact location of the school, the 

nature of the emergency, number and description of intruders (if known), type of weapon( s ), area of 

the school where last seen, actions taken by the school, and whether there are on-site security or law 

enforcement officer (e.g. DARE, School Resource Officer). Caller will remain on the line to provide 

updates. 
•          The SC will announce a building-wide LOCKDOWN alert. Direct staff and students outside 

the building to move immediately to the campus Assembly Area(s) and be prepared to EVACUATE 

off-campus if necessary. 
•          The SC will direct any support staff outside to stop pedestrians from entering school grounds 

and stop all vehicles from entering the campus until police arrive. 
•          The SC will ensure any buses enroute to the school are redirected to the pre designated 

Relocation Site. 
•          The SC will secure the administration office as a command post and retrieve the Critical 

Incident Response Kit. If the incident is occurring at the administration office, the SC will designate 

an alternate command post. 
•          The SC will assign someone to meet and brief aniving law enforcement officers. 
•          The SC or designee will switch bells to manual mode and disarm the fire alarm. 
•          The SC will direct office staff to contact the classrooms via intercom or alternate means of 

communication to check status. 
•          The SC will notify the Head of School's office and request activation of media and parent 

notification protocols 
•          Refer media to:  District Spokesperson Telephone Numbers (home, work, mobile) 
•          Assign staff to meet and brief responding law enforcement officers. 
Teachers: 
•          Upon first indication of an armed intruder, staff should immediately notify the 
•          School Administrator and go to LOCKDOWN .. 
•          Clear students from the hallway and bathrooms outside the classroom immediately. 
•          Close and lock all doors and windows, pull down the shades and turn off the lights. 
•          Tell the students to get down on the floor up against an interior solid wall and remain quiet 
•          Account for all students and report any additional non-class students sheltered in the room and 

any missing students 
•          Place a RED or GREEN card on an outside window, on inside door window or under the door 

to communicate with first responders. A GREEN card means "Everything is OK in the classroom"; a 

RED card means, "Emergency assistance is needed." 
•          Teachers, staff and students will remain in LOCKDOWN until given the "All Clear" by the 

Incident Commander or a law enforcement officer in uniform. 
•          If an intruder enters the classroom use a pre-determined code to communicate when the office 

calls for a status check. 
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•          If an intruder enters and begins shooting, "TELL THE STUDENTS TO GET OUT 

ANYWAY POSSIBLE", exit the building or run to another location that . can be locked. 
Recovery 
•          After the intruder(s) have been subdued, the School Commander will announce an 

EVACUATION and OFF -CAMPUS RELOCATION to an alternate site for FAMILY 

REUNIFICATION. 
•          The SC will notify officials at the relocation site of the EVACUATION and to activate 

FAMILY REUNIFICATION protocols. 
•          The SC will request bus transportation or alternate transportation to the relocation site. 
•          The SC will request the district activate media and parent notification protocols and direct 

parents to go to the relocation site. 
•          Teachers will EVACUATE the building using the designated exit routes and alternate routes 

to the assigned Assembly Areas, take attendance and move to the buses for transport. 
•          The SC will activate the district Crisis Response Team and notify area mental health agency 

to provide counseling and mental health services at the relocation site. 
•          The SC will debrief the school Emergency Management Team. 
•          The Head of School in consultation with law enforcement officials will determine when the 

school can resume normal activities and communicate the information to parents and the public 
  
(Note: The school is a crime scene and will require a thorough search and 

processing.) 
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UTILITY LOSS OR FAILURE 
Utility failure is the loss or interruption of electric power, natural gas, water or sewage 
services to the school. The most common utility failure results from power outages 
throughout the year. In certain situations, students may need to be relocated until the 
power is restored. 
   
Upon notice of loss of utilities, the School Commander (SC) will initiate appropriate immediate 

response actions, which may include SHELTER-IN PLACE or EVACUATION. The SC may direct 

staff to shut off utilities, as deemed necessary. 
  
The School Commander will contact the local utility company (see emergency 
contact section) and determine the anticipated duration of the outage. 
•          The School Commander will confer with the Head of School and determine whether school 

should be closed and classes temporarily suspended. If so, activate parent and media notification 

protocols. 
•          In the event of a gas leak, the School Commander will direct staff to call 9-1-1 (Insert the 

actual sequence to dial 911 from your phone system) give name and exact location of the school, 

state the emergency, identify affected area( s) of the building, announce the school is 

EVACUATING and provide the location of the school command post outside. 
•          For gas leaks, the School Commander will order an EVACUATION and open windows. DO 

NOT ACTIVATE THE FIRE ALARM and transfer school bells to manual mode. Direct staff to shut 

off all utilities. 
•          If evacuating, teachers and staff should follow evacuation procedures avoiding areas of 

hazard, assemble at designated assembly area, take attendance and report any missing students to 

administration. Teachers should be prepared to evacuate students off campus to a relocation site for 

parent reunification, if directed. 
•          Refer media to:  District Spokesperson Telephone Numbers (home, work, mobile) 
•          Do not allow anyone to reenter the building until the facility has been deemed safe. 
•          The School Commander will complete a detailed incident report at the earliest opportunity 

and send to the Head of School's Office. 
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MEDIA 
All staff must refer media to school site or district spokesperson. 
•          The School District, Law Enforcement and Fire assume responsibility for issuing public 

statements during an emergency. (This responsibility shall be predetermined during the planning 

process) 
•          The Head of School serves as district spokesperson unless he/she designates a spokesperson. 

If spokesperson is unavailable, an alternate assumes responsibilities. 
•          Refer media to:  District Spokesperson Telephone Numbers (home, work, mobile) 
•          Alternate District spokesperson:   Name Telephone Numbers (home, work, mobile) 
•          School Public Information person acts as contact for emergency responders and assists district 

spokesperson with coordinating media communications. If Public Information person is unavailable, 

an alternate assumes responsibilities. 
•          School Public Information person: _ ________ _ ___Name Room# 
•          Alternate Public Information person: __________________ _ Name Room# 
  
During an emergency, adhere to the following procedures: 
•          Incident Commander or designee relays all factual information to Head of School. 
•          Superintendent notifies other schools in district and may ask school Public Information 

designee to prepare a written statement to media 
•          Establish a media information center away from school. 
•          Update media regularly. Do not say "No comment". 
•          Do not argue with media. 
•          Maintain log of all telephone inquiries. Use scripted response to respond to inquiries. 
  
Media statement 
•          Create a general statement before an incident occurs. Adapt statement during crisis 
•          Emphasize safety of students and staff first. 
•          Briefly describe school's plan for responding to emergency. 
•          Issue brief statement consisting only of the facts. 
•          Respect privacy of victim(s) and family of victim(s). Do not release names to media. 
•          Refrain from exaggerating or sensationalizing crisis. 
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STRUCTURAL FAILURE 
Structural failure of a building may result from an earthquake, underground mine 
collapse, ground settling, heavy snow and ice accumulation on roofs, broken water or 
sewer lines, and faulty construction. The structural failure may be catastrophic with a 
sudden collapse severely injuring occupants. Some structural failures may cause large 
cracks in walls or foundations, flooding, and loss of utilities which present a hazard to the 
safety of students and staff. 
  
Structural failure with collapse or partial collapse: 
•          Upon the first indication of a structural failure the School Commander may implement DROP, 

COVER and HOLD, an EVACUATION and an OFF-SITE EVACUATION. 
•          If the roof, ceiling, or wall collapses, students and staff should immediately DROP, COVER 

and HOLD, seek shelter under desks and tables, and move away from windows or glass. 
•          Teachers and staff will immediately the injured and evacuate the building moving to their 

assigned assembly area(s). 
•          The School Commander will initiate an EVACUATION of the building 
•          The School Commander (SC) or designee will call 9-1-1 (if necessary) (Insert the actual 

sequence to dial 911 from your phone system), identify the name and exact location of the school, 

state the emergency, describe response actions taken, and remain on the line to provide updates. 
•          The SC will direct staff to turn off utilities and seal off the high risk area, if necessary 
•          The SC will notify CPR/first aid certified persons in school building of medical emergencies, 

if necessary .(Names of CPR/ first aid certified persons are listed in Critical Incident Response Team 

Members section.). The team will check for injuries and provide appropriate first aid. 
•          No one will be allowed to reenter the building until declared safe by emergency management 

and public safety officials. 
Structural failure without collapse 
•          For structural failure without collapse, the SC will ensure the affected area is vacated 

immediately and determine if an EVACUATION is warranted. Staff will be directed to seal off the 

affected area and turn off utilities to that area, if necessary. 
•          The SC will notify the Head of School and determine whether to dismiss school early, order 

an evacuation, and off site evacuation for parent reunification. 
•          The Head of School and School Commander will confer with emergency management and 

public safety officials regarding the structural integrity of the building. 
•          The district office will notify the architect and insurance carrier to document and assess the 

damage 
•          The affected areas will not be reopened until the structural integrity of the building is deemed 

safe. 
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MEDICAL EMERGENCY 
School Staff Response: 
•          Quickly assess the situation. Make sure the situation is safe for you to approach. 
•          Examples of danger include but are not limited to: 
o    Live electric wires 
o     Gas leak 
o    Building damage 
o    Animal threat 
•          Immediately notify the building's emergency responder(s) whose contact 
•          information is posted in the facility.  
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● Tab 12. Anti-Bullying Policy 
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Anti-bullying Policy 

 
A Caring School Community Dedicated To Excellence 
 
Snow Pond Arts Academy believes that bullying, including cyber-bullying, is detrimental to 

student well-being and to student learning and achievement. It interferes with the mission of the 

school to educate students and disrupts the operations of the school. Bullying affects not only 

students who are targets but also those who participate in and witness such behavior. 
 
Bullying Prohibited 
 
Bullying, including “cyberbullying,” is not acceptable conduct and is prohibited. Retaliation for 

the reporting of incidents of such behavior is also prohibited. In adopting this policy, it is not the 

intent to prohibit students from expressing their ideas, including religious, political and 

philosophical views that may offend the sensibilities of others, or from engaging in civil debate. 

However, SPAA does not condone and will take action in response to conduct that directly 

interferes with students’ rights at school under applicable laws or with the educational mission, 

operations, discipline or general welfare of the schools. 
 
Definition of Bullying 
“Bullying” and “cyberbullying” have the same meaning in this policy as in Maine law: 

 
Bullying 
 
“Bullying” includes, but is not limited to a written, oral or electronic expression or a 

physical act or gesture or any combination thereof directed at a student or students that: 
A. Has, or a reasonable person would expect it to have, the effect of: 

1. Physically harming a student or damaging a student’s property; or 

2. Placing a student in reasonable fear of physical harm or damage to his/her 

property; 

B. Interferes with the rights of a student by: 

1. Creating an intimidating or hostile educational environment for the 

student; or 

2.  Interfering with the student’s academic performance or ability to 

participate in or benefit from the services, activities or privileges provided 

by the school; or 

C. Is based on: 

1. A student’s actual or perceived characteristics identified in 5 MRSA § 

4602 or 4684-A (including race; color; ancestry; national origin; sex; 

sexual orientation; gender identity or expression; religion; physical or 

mental disability) or other distinguishing personal characteristics (such as 

socioeconomic status; age; physical appearance; weight; or family status); 

or 
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2. A student’s association with a person with one or more of these actual or 

perceived characteristics or any other distinguishing characteristics; and 

that has the effect described in subparagraph A. or B. above. 

Cyberbullying 
 

“Cyberbullying” means bullying through the use of technology or any electronic 

communication, including but not limited to, a transfer of signs, signals, writing, images, 

sounds, data or intelligence of any nature transmitted by the use of any electronic device 

including, but not limited to, a computer, telephone, cellular telephone, text messaging 

device or personal digital assistant. 
 

 
Application of Policy 
 
This policy applies to bullying that: 

A. Takes place at school or on school grounds, at any school-sponsored or school-related 

activity or event or while students are being transported to or from school or school- 

sponsored activities or events; or 

B. Takes place elsewhere or through the use of technology, but only if the bullying also 

infringes on the rights of the student at school as set forth in the definition of “bullying.” 

 
 
Consequences for Policy Violations 
 
Students 
 
Students who violate this policy may be subject to disciplinary action which may include 

suspension, expulsion or a series of graduated consequences including alternative discipline or 

other behavioral interventions.  The Board retains the right to impose disciplinary consequences 

for bullying and other conduct that occurs at any time or place that substantially disrupts the 

instructional program, operations of the schools or welfare of students.  Any student violating 

this policy may also be subject to civil or criminal penalties. 
 
School Employees and Others 
 
Administrators, professional staff and all other employees who violate this policy may be 
subject to disciplinary action up to and including dismissal, and in accordance with any 

applicable collective bargaining agreements.  Volunteers, contractors and visitors who violate 

this policy will be excluded and/or barred from school property until the Head of School is 

satisfied that the person will comply with Maine’s bullying law and this policy.  Any person 

violating this policy may also be subject to civil or criminal penalties.  
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● Tab 13.  Anti-Harassment Policy 
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Anti-harassment Policy 

 
HARASSMENT AND SEXUAL HARASSMENT OF STUDENTS 

 
Any act of harassment of students, including, but not limited to race, color, sex, sexual 

orientation, marital status, religion, ancestry or national origin, or disability is prohibited.  Such 

conduct is a violation of policy and may constitute illegal discrimination under state and federal 

laws.  SPAA recognizes the right of each student to a learning environment which is free of 

harassment and sexual harassment. 
 
Harassment 
 
Harassment includes but is not limited to unwelcome behavior such as: 

1. verbal abuse   

2. harassment that rises to the level of physical assault, and/or abuse;   

3. sexual advances, gestures, comments or contact; 

4. threats and bullying; 

5. offensive language, jokes and teasing; 

6. ridicule, slurs, derogatory action or remarks; 

7. abuse of power 

 
Sexual Harassment 
 
Sexual harassment includes but is not limited to unwelcome sexual advances, requests for sexual 

favors or pressure to engage in sexual activity, physical contact of a sexual nature, gestures, 

comments, or other physical, written or verbal conduct that is gender-based that interferes with a 

student’s education.  School employees, fellow students, volunteers and visitors to the school, 

and other persons with whom students may interact in order to pursue school activities are 

required to refrain from such conduct. 
 
Harassment/sexual harassment of students by school employees is considered grounds for 

disciplinary action, up to and including discharge.  Harassment/sexual harassment of students by 

other students is considered grounds for disciplinary action, up to and including expulsion.  The 

ED/Head of School will determine appropriate sanctions for harassment of students by persons 

other than school employees and students. 
 
The Head of School, designated as the building Title IX Coordinator, will investigate complaints 

of harassment in accordance with the Student Harassment Complaint Procedure.  School 

employees, students, and parents shall be informed of this policy/procedure through handbooks 

and/or other means selected by the school administration. 
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No. ACAA-R 
 

 
STUDENT DISCRIMINATION AND HARASSMENT COMPLAINT PROCEDURE 

 
This procedure has been adopted in order to provide a method of prompt and equitable resolution 

of student complaints of discrimination or discriminatory harassment as described in policies AC 

- Nondiscrimination/Equal Opportunity and Affirmative Action and ACAA - Harassment and 

Sexual Harassment of Students. 
 
Definitions 
For purposes of this procedure: 
 

● A “Complaint” is defined as an allegation that a student has been discriminated against or 

harassed on the basis of race, color, sex, sexual orientation, marital status, age, religion, 

ancestry, national origin, or disability. 

●  

● “Discrimination or harassment” means discrimination or harassment on the basis of race, 

color, sex, sexual orientation, marital status, religion, ancestry, national origin, or 

disability. 

●  

How to Make a Complaint 
A. Any student who believes he/she has been discriminated against or harassed should report 

the concern promptly to the Head of School. Students who are unsure whether 

discrimination or harassment has occurred are encouraged to discuss the situation with 

the Head of School. 

 
● School staff are expected to report possible incidents of discrimination or 

harassment of students.  Parents and other adults are also encouraged to report any 

concerns about possible discrimination or harassment of students. 

●  

● Students and others will not be retaliated against for making a Complaint.  Any 

retaliation by students or school staff will result in disciplinary measures, up to 

and including expulsion or dismissal. 

●  

● Students are encouraged to utilize the school unit’s Complaint Procedure.  

However, students are hereby notified that they also have the right to report 

Complaints to the Maine Human Rights Commission, State House Station 51, 

Augusta, ME 04333 (telephone: 207-624-6050) and/or to the federal Office for 

Civil Rights, Regional Director, U.S. Department of Education, S.W. McCormack 

POCH Room 222, Boston, MA 02109-4557 (telephone: 617-223-9662). 

 
Complaint Handling and Investigation 

● The Head of School shall promptly inform the Board and the person(s) who is the subject 

of the Complaint that a Complaint has been received. 
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● The Head of School may pursue an informal resolution of the Complaint with the 

agreement of the parties involved.  The informal resolution is subject to the approval of 

the Board, who shall consider whether the informal resolution is in the best interest of the 

school unit in light of the particular circumstances and applicable policies and laws. 

● The Complaint will be investigated by the Head of School, unless the Board chooses to 

investigate the complaint or designates another person to investigate it on his/her behalf.  

Any Complaint about an employee who holds a supervisory position shall be investigated 

by a person who is not subject to that supervisor’s authority.  Any Complaint about the 

Board should be submitted to the chairperson of the Board, who should consult with legal 

counsel concerning the handling and investigation of the Complaint. 

● The person who is the subject of the Complaint will be provided with an opportunity to 

be heard as part of the investigation. 

● If the Complaint is against an employee of the school, any applicable individual or 

collective bargaining contract provisions shall be followed. 

● Privacy rights of all parties to the Complaint shall be maintained in accordance with 

applicable state and federal laws. 

● The Head of School shall keep a written record of the investigation process. 

● The Head of School may take interim remedial measures to reduce the risk of further 

discrimination or harassment while the investigation is pending. 

● The Head of School shall consult with the President of the Board concerning the 

investigation, conclusions, and any remedial and/or disciplinary actions. 

● The investigation shall be completed within 21 school days of receiving the Complaint, if 

practicable. 

 
If the Head of School determines that discrimination or harassment occurred, he/she shall, in 

consultation with the Board: 
● Determine what remedial action is required, if any; 

● Determine what disciplinary action should be taken against the person(s) who engaged in 

discrimination or harassment, if any; and 

● Inform the student who made the Complaint in writing of the results of the investigation 

and its resolution (in accordance with applicable state and federal privacy laws). 

● If the student’s parents/legal guardians are dissatisfied with the resolution, an appeal may 

be made in writing to the Board within 14 school days after receiving notice of the 

resolution.  The Board shall review the investigation report and may conduct further 

investigation if deemed appropriate.  The decision shall be final. 

● If the student’s parents/legal guardians are dissatisfied with the decision of the Board, an 

appeal may be submitted in writing within 14 school days after receiving notice of the 

decision.  The Board will consider the appeal in executive session, to the extent permitted 

by law, at its next regular meeting.  The Head of School shall submit the investigation 

report and any other witnesses or documents that he/she believes will be helpful to the 

Board. The student, his/her parents/legal guardians and his/her representative shall be 

allowed to be heard.  The person(s) against whom the Complaint was made shall be 

invited and allowed to be heard. The decision shall be final. 
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HARASSMENT AND SEXUAL HARASSMENT OF SCHOOL EMPLOYEES 

 
Harassment of school employees because of race, color, sex, sexual orientation, marital status, 

religion, ancestry or national origin, age, status as a veteran or disability is prohibited. Such 

conduct is a violation of School policy and may constitute illegal discrimination under state and 

federal laws. 
 
Harassment 
Harassment includes but is not limited to verbal abuse, threats, physical assault against a person 

or their property based on race, color, sex, sexual orientation, marital status, religion, ancestry or 

national origin, age, status as a veteran or disability.    
 
Sexual Harassment 
Unwelcome sexual advances, suggestive or lewd remarks, requests for sexual favors, and other 

verbal and physical conduct of a sexual nature constitute sexual harassment when: 
 

● Submission to such conduct is made either explicitly or implicitly a term or condition of 

an employee’s work environment or employee benefits; 

● Submission to or rejection of such conduct by an employee is used as the basis for 

decisions on employment benefits; and/or 

● Such conduct has the purpose or effect of substantially interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive work environment. 

Any employee who engages in harassment or sexual harassment will be subject to disciplinary 

action, up to and including discharge.  All complaints of harassment will be investigated in 

accordance with the School Employee Discrimination and Harassment Complaint Procedure. 
 
Notice and Training 
Annually, each employee shall receive a copy of this policy and the School Employee 

Discrimination and Harassment Complaint Procedure.  This may be accomplished by including 

the policy/procedure with employee paychecks or by using other appropriate means to ensure 

that each employee receives a copy.  All newly hired employees shall be provided training about 

sexual harassment in accordance with Maine law. 
 
The Board is responsible for ensuring that the school complies with all legal requirements for 

posting, notification and training of employees regarding harassment and sexual harassment.   
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EMPLOYEE DISCRIMINATION AND HARASSMENT COMPLAINT PROCEDURE 
 
This procedure has been adopted by the School in order to provide a method of prompt and 

equitable resolution of employee complaints of discrimination and harassment as described in 

policies AC – Nondiscrimination/Equal Opportunity and Affirmative Action and ACAB – 

Harassment and Sexual Harassment of School Employees. 
 
Definitions 

For purposes of this procedure: 
 

● “Complaint” is defined as an allegation that an employee has been discriminated against 

or harassed on the basis of race, color, sex, sexual orientation, marital status, age, 

religion, ancestry, national origin, status as a veteran or disability. 

● “Discrimination or harassment” means discrimination or harassment on the basis of race, 

color, sex, sexual orientation, marital status, age, religion, ancestry, national origin, status 

as a veteran or disability. 

 
How to Make a Complaint 

● Any employee who believes he/she has been harassed or discriminated against is 

encouraged to try to resolve the problem by informing the individual(s) that the behavior 

is unwelcome or offensive and by requesting that the behavior stop. This shall not 

prevent the employee, however, from making an immediate formal complaint. 

● Any employee who believes he/she has been harassed or discriminated against should 

report their concern promptly to the Head of School. If the employee is uncomfortable 

reporting concerns to the Head of School, he/she may report the concern to the Human 

Resource Specialist at Central Office.   

 
Employees who are unsure as to whether unlawful discrimination or harassment has occurred are 

encouraged to discuss their concerns with the Head of School. Employees will not be retaliated 

against for reporting suspected discrimination or harassment. 
 

● Any employee who believes he/she has been discriminated against or harassed is 

encouraged to utilize the school unit’s complaint procedure. However, employees are 

hereby notified that they also have the right to report incidents of discrimination or 

harassment to the Maine Human Rights Commission, 51 State House Station, Augusta, 

Maine 04333 (telephone: 207-624-6050) and/or to the federal Office for Civil Rights, 

Regional Director, U.S. Department of Education, S.W. McCormack POCH Room 222, 

Boston, MA 02109-4557 (telephone: 617-223-9662) 

 
Complaint Handling and Investigation 

● The Head of School will promptly inform the Board and the person who is the subject of 

the complaint that a complaint has been received. 
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● The Head of School may pursue an informal resolution of the complaint with the 

agreement of the parties involved. The informal resolution is subject to the approval of 

the Board who shall consider whether the resolution is in the best interest of the school 

unit in light of the particular circumstances and applicable policies and law. 

● The complaint will be investigated by the Head of School, unless the Board chooses to 

investigate the complaint or designates another person to investigate it on his/her behalf. 

Any complaint about an employee who holds a supervisory position shall be investigated 

by a person who is not subject to that supervisor’s authority. Any complaint about the 

Board should be submitted to the Chair of the Board, who should consult with legal 

counsel concerning the handling and investigation of the complaint. 

● The person who is the subject of the complaint will be provided with an opportunity to be 

heard as part of the investigation. 

● If the complaint is against an employee of the school unit, any rights conferred under an 

applicable collective bargaining agreement shall be applied. 

● Privacy rights of all parties to the complaint shall be maintained in accordance with 

applicable state and federal laws. 

● The Head of School shall keep a written record of the investigation process. 

● The Head of School may take interim remedial measures (consistent with any applicable 

collective bargaining agreement provisions) to reduce the risk of further discrimination or 

harassment while the investigation is pending. 

● The Head of School shall consult with the Board concerning the investigation, 

conclusions, and any remedial and/or disciplinary actions. 

● The investigation shall be completed within 21 school days of receiving the complaint, if 

practicable. 

● If the Head of School determines that discrimination or harassment occurred, he/she 

shall, in consultation with the Board: 

● Determine what remedial action is required, if any; 

● Determine what disciplinary action should be taken against the person(s) who engaged in 

discrimination or harassment, if any; and 

● Inform the employee who made the complaint in writing of the results of the 

investigation and its resolution (in accordance with applicable state and federal privacy 

laws). 

● If the employee who made the complaint is dissatisfied with the resolution, he/she may 

appeal to the Board within 14 school days after receiving notice of the resolution. The 

Board shall review the investigation report and may conduct further investigation if 

deemed appropriate. The decision shall be final. 

● If the employee is dissatisfied with the decision, he/she may appeal to the Board within 

14 school days after receiving notice of the Board decision. 

● The Board will consider the appeal in executive session, at its next regular meeting. The 

Head of School shall submit to the Board his/her decision, the complaint, any responses, 

the investigation report and related documents. The complainant shall be allowed to be 

heard. If present, the complainant’s representative and the representative of the person(s) 

against whom the complaint was made will also be given the opportunity to be heard. 
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After reviewing the Head of School’s submissions and hearing from the parties, the Board shall 

make a decision as to whether to affirm or modify the conclusions. The Board’s decision shall be 

final. 
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B.  Organizational and Operational Plan 

 
B.1 School Calendar and Daily Schedule  
 

● Daily Schedule 
 
The following schedule will be in effect from Monday through Thursday.  Friday’s schedule will 
be shortened to allow time for electives, rehearsal, project-based learning, remediation, and 
health and recreation. 
  
The school will open at 7:30 am to allow time for arrival, breakfast, meetings with advisors, etc. 
  
The school will close at 5:30 pm daily to allow time for departure.   
  
Office hours will be Monday through Friday from 7:30 - 5:30. 
  
Tab 14 also provides this Sample Daily Schedule. 
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Snow Pond Arts Academy 

Sample Daily Schedule 
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● School Calendar 
 

SPAA will follow the  RSU 18 Public school/district calendar with the following differences: 
1. First day of school - Tuesday, September 6 
2. Last day of school - Friday, June 2.  This allows for preparation for the summer music 

activities of the Snow Pond Center for the Arts.  Many of our students are likely to 
participate in these activities. 

3. Vacation Days - Instead of having February and April vacations, SPAA will have one two-
week vacation in March to coordinate with college schedules thereby facilitating our 
plan to employ some college adjuncts. 

  
Below is an example of the proposed Annual Calendar for the first year of operation.  This is 
also available in Tab 15. 
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● School Closing 
 
Snow Pond Arts Academy will follow the decisions made by the RSU # 18 about when it is 
appropriate to close due to unsafe conditions. As with RSU # 18, school closing decisions 
generally are made by 5:30a.m. They are announced on the school website, recorded/live 
messages at the school’s main number, and on local radio and television stations. Should 
conditions become unsafe after students have arrived at school, SPAA may dismiss students 
early and contact parents through personal phone calls.  There will be a posting on the website 
as well as a recorded message for anyone who dials the main number. 
  
On these “school closing” days, students will still be expected to attend their online classes 
remotely.   
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● Tab 14.  Sample Daily Schedule 

 
 
  



 
 

Snow Pond Arts Academy Charter School Application / 236  

 

Sample daily schedule for one grade in each proposed division 
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● Tab 15.  Annual Calendar for the first year of operation 
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Snow Pond Arts Academy Charter School Application / 239  

 
B.2 Student Recruitment and Enrollment  
 

● Projected Enrollment 
 
SPAA expects a projected enrollment of 124 students for its first year to include 64 9-grade 
(ages 14-15) students and 60 10-grade (ages 15-16) students.  SPAA expects this projected 
enrollment to grow by 68 and then 72 students per year as new grade levels are introduced. 
 

Projected Enrollment Table 

Grades Ages 2016-
2017 

2017-
2018 

2018-
2019 

2019-2020 2020-2021 

9 14-15 64 68 72 72 72 

10 15-16 60 64 68 72 72 

11 16-17   60 64 68 72 

12 17-18     60 64 68 

 
This Projected Enrollment Table can also be found at Tab 16.   
 
 

● Recruitment 
 
Snow Pond Arts Academy will recruit students by advertising on the Snow Pond Center for the 
Arts website (www.snowpond.org) and on their Facebook page. If approved as a charter school, 
most Snow Pond Center for the Arts marketing material will include communications on the 
school opening and vision. A separate website/registration site will be created for Snow Pond 
Arts Academy which will have links to/from the main Snow Pond website. The same will be 
created for Facebook.  In addition, we will submit press releases to local newspapers and 
appear on television and radio shows similar to that being done now when we are marketing 
our summer season. There is already quite a bit of interest with all these media sources as to 
the outcome of this Charter School. In addition, we will place posters in public libraries, 
churches, and community centers.  We will utilize our partnerships with community groups, 
businesses, the colleges, and arts organizations to assist in outreach to families and students. 
We would expect to produce communication material/brochures that all of these organizations 
could distribute to their membership or their respective employees. The Director of Admissions 
will be hired as soon as possible to be fielding questions/ giving tours/ doing seminars. A 
sample marketing piece is shown below and is available as Appendix L.  
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SPAA will also distribute information to students currently participating in Snow Pond Center 
for the Arts programs, including the Community Music School, the Outreach Programs, and the 
New England Music Camp.  Special emphasis will be given to communications with the Home 
School network of families. Several have already reached out to us with interest in attendance. 
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● Lottery Procedures 
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Enrollment in Snow Pond Arts Academy is open to all students who are residents of the state of 
Maine. However, due to regulatory caps, SPAA may only accept 10% of any School 
Administrative Unit's (SAU) student population per grade level in a SAU with more 500 
students, and 5% of any SAU student population per grade level in a SAU with fewer than 500 
students.  We will not limit enrollment based on student's race, color, religion, national origin, 
language spoken, intellectual or athletic ability. To ensure that children in Maine receive fair 
and equitable opportunities to enroll in and attend public charter schools, in the event that we 
receive more applicants than available spots in our school, we will hold a lottery to determine 
which students may enroll. 
  
During year one, SPAA will have 124 available spots, and we expect to have ‐ 64 students in 9th 
grade and 60 students in 10th grade. The following years, SPAA will always have 68 spots 
available for students in 9th grade and will advertise open spots as they become available 
during the school year on website and local print media sources. SPAA will generally not accept  
transfer students in 11th or 12th grade after the first month in the school year. If there are 
spots available, transfer students will be accepted into 9th and 10th grades before January 1st 
of the academic year. As SPAA students will form a close and highly collaborative community, 
transfer students will generally not be accepted in 2nd half of the school year, for we feel they 
will not have the time to assimilate into SPAA’s learning environment to ensure they make 
sufficient academic progress by the end of the year. 
  
The enrollment process will begin January 1 and close March 1. If necessary, SPAA will hold a 
lottery in early March. Families will be notified by email if available, or by phone if they do not 
have an email address. Students who do not gain admittance through the lottery process will be 
placed on SPAA's waitlist. The order of a students’ placement on the waitlist will be determined 
by the lottery process as well. If a spot becomes available, the families of the first student on 
the waitlist will be notified by email within 5 school days. SPAA will grant enrollment preference 
to siblings of students enrolled in the school and also give enrollment preference to children of 
school employees, board members, and school founders and founding teachers, as long as 
these students comprise no more than 10% of the student population. 
 
 

● Explanation and Evidence to Support Enrollment Projections 
 
Snow Pond Arts Academy is located in central Maine between the metropolitan areas of 
Augusta and Waterville, and anticipates that the majority of our students will come from a 20-
mile radius. Public high school enrollment in schools within this 20-mile radius is approximately 
3000 students in 11 high schools. The region contains an estimated 5% more students 
participating in home‐based education. Additionally, we do expect to see many interested 
students within a 40-mile radius. Out of that number, SPAA feels it is reasonable to anticipate 
that at least 64 students per grade level will be interested in an arts-focused education. 
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Area school districts have approximately 54% of their students receiving free or reduced lunch.  
Area high schools have 14.2% of their students receiving special education services, and 1.50% 
of their students labeled as English Language Learners. SPAA anticipates our student population 
will reflect the community demographic information.  
 
Area school districts have approximately 51% of their students receiving free or reduced lunch.  
Area high schools have 14.2% of their students receiving special education services, and 1.15% 
of their students labeled as English Language Learners. SPAA anticipates our student population 
will reflect the community demographic information. 
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● Tab 16.  Projected Enrollment Table 
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Maine Charter School Commission 

Projected Enrollment Table 

TAB 16. 
 

 

Projected Enrollment Table 

Grades Ages 2016-
2017 

2017-
2018 

2018-
2019 

2019-2020 2020-2021 

9 14-15 64 68 72 72 72 

10 15-16 60 64 68 72 72 

11 16-17   60 64 68 72 

12 17-18     60 64 68 

 
  

Address: P/CSC/RFP TABS – EXHIBITS A-E 
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B.3 Staffing and Human Resources  

 
 

● Staffing Plan 
 

The following plan is a projection based on growth in student enrollment over the five years of 
the charter. SPAA expects to grow from a total of 120 students in year one of the charter to 
approximately 284 students by year 5.    
 
Staff growth (including part-time) over the first five years as the budget allows.  See Staffing 
Plan on Tab 17 for more details.  

1. Year One:  36 
2. Year Two:  44 
3. Year Three: 52 
4. Year Four: 52 
5. Year Five: 52 

 
Staffing levels by Year for Special Education 

1. Year One: 2.0 full time equivalent 
2. Year Two: 3.0 full time equivalent 
3. Year Three: 4.0 full time equivalent 
4. Year Four: 4.0 full time equivalent 
5. Year Five:  4.0 full time equivalent 

  
For services such as speech therapy, occupational therapy, physical therapy, and autism 
consultation, staffing will be based upon need.   
 
 
 

● Recruiting and Staff Development 
 
Due to the innovative approach to staffing through partnerships with public and private 
colleges and the use of virtual classes, SPAA has distinctive professional development needs.  
Professional Development will be approached in a systematic way using SPAA’s Professional 
Development Model, an adaptation of a model developed for the State of Maine in 2009.  This 
model is based on the following assumptions: 
 
Assumption 1 — School Improvement and Staff Development Decisions are Driven by 

Student Learning Needs 
The purpose of the Professional Development Plan is to increase student learning. The SPAA 

Professional Development Model describes a collective process in which collaborative action 

toward shared goals targets student learning needs. If the object of professional development is 
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increased student learning, the SPAA Professional Development Model is a high-probability 

course of action. 
 
Assumption 2 — Four “Operating Principles” Guide the Use of the SPAA Professional 

Development Model 
The table below defines four “Operating Principles” that are revisited as needed throughout the 

development and implementation of a professional development program. 
 
 

 

Four “Operating Principles”… 
Focus on Curriculum, Instruction, and Assessment 
A clear focus on instruction is essential. Deliberate alignment of instruction, curriculum, and assessment 

increases the likelihood that professional development efforts will be effective.  If the goal is increased 

student achievement, use the most powerful tools over which the school has control. 
Participative Decision Making 
Collective action requires a democratic process. Teachers are engaged in decision making and planning for 

professional development that is aligned with identified student needs.  Communication and governance 

processes are in place to increase the likelihood that decisions made about staff development are binding.  

When professional development decisions affect a group rather than an individual, group members must 

participate in those decisions. 
Leadership 
Strong leaders are essential for successful professional development efforts. Leaders facilitate the 

engagement of all faculty members responsible for instruction, address time and resource issues and 

balance both the pressure and support required to sustain professional development efforts as a priority. For 

leadership to be pervasive and intense enough to make things happen at the district, building, and classroom 

levels, it must be distributed through the organization – involving the SPAA Board of Directors, Head of 

School, other administration, and teachers. Collective professional development aimed at student learning 

goals requires focused leadership. 
Simultaneity 
Schools and districts often have to attend to multiple concerns simultaneously.  Professional development 

efforts balance the resources directed toward and the efforts invested in content, context and processes.  To 

accomplish student achievement gains, focusing on new content is the priority but simultaneously issues of 

context and process may also need to be addressed.  Select a priority in which to invest professional 

development time and resources and then seek ways to integrate other concerns without losing focus on the 

major initiative.  If multiple initiatives receive equal effort, the probability of succeeding with any of them is 

reduced. 

  

 
 
  
Assumption 3 — The Professional Development Process is Cyclical 
Professional development begins with planning components, includes continuous and 

collaborative teacher training and evaluation components, and moves to summative evaluation of 

the PD program efforts. This PD process continues as necessary as illustrated below. 
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One of the key features of SPAA is the allocation of time devoted to professional learning.  

Research clearly indicates that countries that consistently outperform the U.S.on international 

tests provide a much greater percentage of professional development time for teachers (Darling-

Hammond, 2009).  SPAA will provide a minimum of three hours week of paid professional 

development time per week for full time employees.  An additional 11 days of professional 

learning will be included in the calendar for the first year of operation. This time will provide 

time each day for professional learning and will  include workshops, lesson study, coaching, 

individualized work, virtual learning, and collaborative learning.  PD time for part-time 

employees will be prorated based upon FTE status. 
 

A majority of schools in high-achieving nations provide time for teachers’ 
professional development by building it into teachers’ work day and/or by 
providing class coverage by other teachers. Among OECD nations, more than 
85 percent of schools in Belgium, Denmark, Finland, Hungary, Ireland, Norway, 
Sweden, and Switzerland provide time for professional development as part of 
teachers’ average work day or week (Pg. 15). 
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● Definition of an Effective Teacher 
 
SPAA adheres to the Interstate Teacher Assessment Consortium (InTASC) Standards and the 
National Education Technology Standards for Teachers (NETS-T).  These standards are used to 
evaluate all teacher preparation programs in Maine and the InTASC Standards are the 
foundational standards for Maine’s Teacher Evaluation System.  These standards provide a 
framework for growth and evaluation for teachers and an effective teacher demonstrates 
proficiency in these standards. 
 

 

InTASC Model Core Teaching Standards* 
The Learner and Learning 
  
Standard #1: Learner Development                                                                                   
The teacher understands how learners grow and develop, recognizing that patterns of learning 

and development vary individually within and across the cognitive, linguistic, social, emotional, 

and physical areas, and designs and implements developmentally appropriate and challenging 

learning experiences. 
 
Standard #2: Learning Differences                                                                                   
The teacher uses understanding of individual differences and diverse cultures and communities 

to ensure inclusive learning environments that enable each learner to meet high standards. 
 
Standard #3: Learning Environments 
The teacher works with others to create environments that support individual and collaborative 

learning, and that encourage positive social interaction, active engagement in learning, and self 

motivation. 
 
Content Knowledge 
  
Standard #4: Content Knowledge 
The teacher understands the central concepts, tools of inquiry, and structures of the discipline(s) 

he or she teaches and creates learning experiences that make these aspects of the discipline 

accessible and meaningful for learners to assure mastery of the content. 
  
Standard #5: Application of Content 
The teacher understands how to connect concepts and use differing perspectives to engage 

learners in critical thinking, creativity, and collaborative problem solving related to authentic 

local and global issues. 
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Instructional Practices 
  
Standard #6: Assessment 
The teacher understands and uses multiple methods of assessment to engage learners in their own 

growth, to monitor learner progress, and to guide the teacher’s and learner’s decision making. 
  
Standard #7: Planning for Instruction 
The teacher plans instruction that supports every student in meeting rigorous learning goals by 

drawing upon knowledge of content areas, curriculum, cross-disciplinary skills, and pedagogy, 

as well as knowledge of learners and the community context. 
  
Standard #8: Instructional Strategies 
The teacher understands and uses a variety of instructional strategies to encourage learners to 

develop deep understanding of content areas and their connections, and to build skills to apply 

knowledge in meaningful ways. 
  
Professional Responsibility 
  
Standard #9: Professional Learning and Ethical Practice 
The teacher engages in ongoing professional learning and uses evidence to continually evaluate 

his/her practice, particularly the effects of his/her choices and actions on others (learners, 

families, other professionals, and the community), and adapts practice to meet the needs of each 

learner. 
  
Standard #10: Leadership and Collaboration 
The teacher seeks appropriate leadership roles and opportunities to take responsibility for student 

learning, to collaborate with learners, families, colleagues, other school professionals, and 

community members to ensure learner growth, and to advance the profession. 
 
*National Governors Association, Council of Chief State School Officers [NGA,CCSSO]. (2013). Interstate   

Teacher Assessment and Support Consortium InTASC Model Core Teaching Standards and   Learning Progressions 

for Teachers 1.0: A resource for ongoing teacher development. Washington,   DC: Council of Chief State School 

Officers. 
 
 

ISTE Standards for Teachers** 
 

Standard # 1: Facilitate and Inspire Student Learning and Creativity         

Teachers use their knowledge of subject matter, teaching and learning, and technology to 

facilitate experiences that advance student learning, creativity, and innovation in both face-to-

face and virtual environments. 
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Standard # 2: Design and Develop Digital Age Learning Experiences and Assessments 
Teachers design, develop and evaluate authentic learning experiences and assessment 

incorporating contemporary tools and resources to maximize content learning in context and to 

develop knowledge, skills, and attitudes identified in ISTE for Students. 
     
Standard # 3: Model Digital Age Work and Learning                                           

Teachers exhibit knowledge, skills and work processes representative of an innovative 

professional in a global and digital society.  
 
Standard # 4: Promote and Model Digital Citizenship and Responsibility  Teachers understand 

local and global societal issues and responsibilities in an evolving digital culture and exhibit 

legal and ethical behavior in their professional practices.         
                 
Standard # 5: Engage in Professional Growth and Leadership                          

Teachers continuously improve their professional practice, model lifelong learning, and exhibit 

leadership in their school and professional community by promoting and demonstrating the 

effective use of digital tools and resources.       
**Chapter 114, 114 C.F.R. (2012) 
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● Teacher Recruitment 
 
To find individuals who fit these expectations we intend to announce staff openings in the 
following venues:  

‒ Existing staff and teachers from Snow Pond Center for the Arts programs, including:  
Community Music School and New England Music Camp 

‒ Current connections with music and arts-based organizations and services 
‒ Existing Adjunct staff from area colleges, including Thomas College, Colby College, 

Kennebec Valley Community College, and University of Maine at Augusta 
‒ Through our partner organizations  
‒ Mid-Maine Chamber of Commerce services 
‒ Local and statewide newspapers 
‒ Websites that advertise job openings in schools such as Jobs in Maine.com, 

servingschools.com 
‒ Social media such as Facebook and LinkedIn 
‒ Websites that attract teachers and leaders who are interested in serving disadvantaged 

students, such as Idealist.org, etc. 
‒ Networks of educators and professionals who have a specific interest in work of our 

nature, including Maine Music Teachers Association and the Maine Educational Theater 
Association 

 
SPAA is an equal opportunity employer and does not discriminate on the basis of racial 
heritage, religion, gender, sexual orientation, or physical characteristics. 
  
We seek energetic, collegial, and experienced teachers with a specific interest in arts-based 
education. Teachers need to be certified, have a plan to be certified within three years, or have 
an advanced degree, unique experience, or professional certification in the content areas they 
are teaching. 
  
Pursuant to state requirements, all staff members must be fingerprinted and have criminal 
background checks through the Maine State Police. Charter teachers will be allowed to create a 
union bargaining unit but this must be a unit separate from any existing unit. 
 

The application process for teachers includes: 
‒ three references, one personal and two professional 
‒ a transcript of the highest degree obtained 
‒ an initial school visit, including class visits, conversations with other teachers, 

and an interview with the Executive Director/Head of School 
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‒ a written application including a description of how s/he would construct an 
ideal learning environment at SPAA and what s/he would hope to gain from 
his/her experience at SPAA 

‒ return school visits including the teaching of a model lesson, additional 
interviews with  teachers and the Executive Director/Head of School 

‒ if feasible, a visit to the applicant’s current school to observe his/her current 
class 

  

SPAA will hire uncertified personnel for particular positions dependent upon the 
following criteria: 
‒ They have an advanced degree in the area they are teaching; OR 
– They have unique expertise or experience in the curricular area they will be 

teaching, and they meet all criteria for background checks etc. that any faculty 
member would have to meet. 

 
 

● School Leader Recruitment 
 
Snow Pond Arts Academy will be recruiting educational leaders who combine a keen 
interest in the school’s mission with the capacity to develop and implement a highly 
individualized curricular structure within a learning environment that meets the needs of 
students with diverse capacities. Leadership will be encouraged to invigorate the discussion of 
integrated, standards-based education at local, regional, and state levels by joining groups of 
educators who are currently working to increase graduation rates and increase exposure to the 
Arts in Maine’s secondary schools. 
 
The application process for school leadership includes: 

- two letters of recommendation 

- three to five references – at least one from another school leader, one from a former 
supervisee (a teacher is preferable), one from a former student, and if possible one from 
a member of a team that the leader facilitated 

- a transcript of the highest degree obtained 

- an initial school visit, including class visits, conversations with other teachers, and an 
interview with one or both of the school’s current co-directors 

- a written application including a description of how s/he would construct an ideal 
learning environment at SPAA, how s/he would develop professional development 
opportunities for faculty, how s/he would support and deepen the teamwork necessary 
for our small committed staff.  It should also describe the positive outcomes and 
challenges s/he anticipates from teaching at SPAA 

- return school visits including interviews with students and additional interviews 

- if feasible, a visit to the applicant’s current school to observe his/her current leadership 
work 
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The SPAA plan for recruitment and development is based around our two central concerns for 
leadership and faculty – relational capacity, and content area expertise within an integrated, 
experiential learning environment. Our plan addresses these concerns by recruiting from areas 
and hiring faculty within educational and professional spheres that are focused either on 
working with students with highly diverse needs and learning styles and from areas that are 
tied in to arts-based education. 
 

As mentioned above, we will begin by recruiting faculty members who have demonstrated 
experience in being able to connect with students of diverse learning styles and for 
those who have particular skills and knowledge in our theme areas of music, performing 
arts, creative arts, and visual arts. We assume however to be successful that we will 
need to have extensive professional development in the SPAA approach that many 
faculty are not likely to have experienced such as: 

‒ Advising and assisting in the development of Personal Learning Plans 
‒ Standards-based teaching and learning 
‒ Project-based teaching and learning 
‒ Restorative approaches to social and behavioral issues 
‒ Multi-disciplinary integrative academic approaches that group and individual 

projects require 
‒ Blended learning approaches 
‒ Response to Intervention 
- Paideia Philosophy 

 
 

● SPAA Employment Policies 
 
The SPAA Board of Directors will approve all employment and school leadership policies, which 
are detailed in the handbook. The Staff Manual (See Tab 18) addresses: faculty and staff 
assessment, salary administration and a description of benefits, including health insurance 
coverage, vacations, holidays, sick days and other policies. 
  
Teachers are responsible for developing ongoing, multi-year supportive relationships with 
students; creating authentic, individualized assessments and helping students develop as self-
directed learners with a career path into their future.   
  
See Tab 18 for the SPAA Staff Handbook & Employee Manual.   
 
 

● Work Expectations for Teachers at SPAA 
 
The school year with students will be 164 days, plus 6 performance days for a total of 170 days.  
Teachers will have 5 days before school opens and two days after school closes for professional 
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learning, program development, assessment, as well as curriculum development. 3 or more 
days will be reserved throughout the year for in-service and staff development opportunities. 
  
All full-time teachers will be responsible for teaching four 55-minute or two 110-minute classes 
each day, covering lunch every other day, and being available for 30 minutes daily for advising, 
remediation, and enrichment, and 40 minutes daily of collaborative professional learning. 
Advisory sessions will include work on the Personal Learning Plans and working with post high 
school planning for seniors. All teachers who have advisees will be expected to contact those 
advisees’ parents at least once a week to give them an overview of progress made. 
 

● Performance Evaluation Plans 
 
Administrative Staff:   
The performance evaluations for the administrative staff will be completed by the Head of 
School. The administrative team will set professional goals in the beginning of the year in 
collaboration with the Head of School. There will be quarterly reviews in which the Head of 
School checks their progress on these goals to determine any unanticipated challenges and 
address unforeseen issues.  Administrative personnel will have the opportunity to revise their 
goals or request additional training or professional development. There will be a formal 
performance review at the end of the year in which the Head of School evaluates their 
performance and makes formal recommendations. 
  
School Leaders will also be evaluated by the Head of School. The evaluation will be based on 
the Interstate School Leaders Licensure Consortium (ISLLC) Standards.  Evaluation will consist of 
multiple performance measures including: 

1. surveys completed by teachers, students and parents; 
2. performance self-evaluation completed by the leader; and a 
3. performance evaluation completed by the executive director 

  
Evaluations will be done twice a year. The first meeting will be a setting of professional goals for 
the year and a review of last year’s evaluation. The second meeting will be a full evaluation and 
discussion of results. 
  
Educational Leadership Policy Standards: ISLLC 2008 organizes the functions that help define 
strong school leadership under six standards. These standards represent the broad, high-
priority themes that education leaders must address in order to promote the success of every 
student.  These six standards call for: 

1. Setting a widely shared vision for learning; 
2. Developing a school culture and instructional program conducive to student learning 

and staff professional growth; 
3. Ensuring effective management of the organization, operation, and resources for a safe, 

efficient, and effective learning environment; 
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4. Collaborating with faculty and community members, responding to diverse community 
interests and needs, and mobilizing community resources; 

5. Acting with integrity, fairness, and in an ethical manner; and 
6. Understanding, responding to, and influencing the political, social, legal, and cultural 

contexts. 
  
The performance evaluations for the administrative assistant will be done by the Head of 
School. The administrative assistant will set professional goals in the beginning of the year in 
collaboration with the Head of School. There will be quarterly reviews in which the Head of 
School checks his progress on these goals to determine any unanticipated challenges and 
address unforeseen issues. The administrative assistant will have the opportunity to revise his 
goals or request additional training or professional development. There will be a formal 
performance review at the end of the year in which the Head of School evaluates his 
performance and makes formal recommendations. 
  
The Head of School will be evaluated annually by the SPAA Board based on the Interstate 
School Leaders Licensure Consortium (ISLLC) Standards. 
  
The annual evaluation process will be tied closely to professional development for our leaders. 
Areas evaluated as needing improvement, will, where appropriate and possible become part of 
the leader’s professional development plan so that outside training and consultation can help 
the leader make progress. Likewise, professional development will be an avenue for leaders to 
build on identified strengths – courses, workshops, online trainings all will be available for 
leaders to build their toolkit of skills. Finally, professional development will help leaders 
familiarize themselves with programmatic changes that need to occur to make the school more 
effective in any of its goals for students: academic curricula, school climate, relational and 
social/emotional infrastructure supports for students and staff. 
 

Leaders will be retained who show the ability to: 
‒ create a working environment for teachers that inspires and supports them 

while challenging them to progress where needed 
‒ create and maintain a healthy staff culture 
‒ inspire and support the work that students do in and out of the school 
‒ maintain positive and supportive relationships with students’ families and 

guardians that help to potentiate the learning that takes place at the Academy 
‒ establish and maintain connections and establish collaborations with local 

businesses, agencies, and community groups that will support the growth of 
students and the school in multiple ways. 

‒ model SPAA’s values and principles 
‒ learn from parents, students, and teachers about what works and what doesn’t 
‒ set a tone that encourages continuous improvement 
‒ efficiently and effectively conform to requirements for documentation and 

reporting 



 
 

Snow Pond Arts Academy Charter School Application / 257  

 
SPAA acknowledges that professional development is a key to maintaining a responsive, 
innovative learning community and school leadership will participate in professional learning 
with teachers on a regular basis.   SPAA will draw from the networks of Maine Principals and 
Superintendents to find individuals who can enhance leader performance when needed. 
Additionally, leaders have access to professional development opportunities available through 
the Maine Association of Non-Profits, BoardSource.com and relevant professional 
organizations. 
  
Teacher Evaluation: 
As previously stated, SPAA adheres to the Interstate Teacher Assessment Consortium (InTASC) 
Standards and the National Education Technology Standards for Teachers (NETS-T).  These 
standards are used to evaluate all teacher preparation programs in Maine and the InTASC 
Standards are the foundational standards for Maine’s Teacher Evaluation System.  These 
standards provide a framework for growth and evaluation for teachers and an effective teacher 
demonstrates proficiency in these standards. 
  
SPAA will use the model TEPG program as a guide to develop our comprehensive evaluation 
system. We understand the importance of teacher involvement in developing professional 
growth and evaluation systems so we intend to engage teachers in this effort in the first few 
years of operation. As designated by Chapter 180: Performance Evaluation and professional 
Growth Systems, this program includes the following measures: 

‒ Observation by school leader(s) 
‒ Observation by colleagues 
‒ Student surveys 
‒ Presentation to ED/Head of School of a student’s portfolio that demonstrates student 

engagement and progress towards learning goals 
‒ Student progress towards learning goals as measured by: 

○ Product assessment 
○ Performance assessment 
○ Conventional testing 
○ Progress in targeted curricular/online materials 

‒ Student engagement in classroom/learning experiences as measured by attendance and 
productivity 

‒ Parental surveys 
  
Evaluations will be held twice a year. The first meeting will be a setting of professional goals for 
the year and a review of last year’s evaluation. The second meeting will be a full evaluation and 
discussion of results with the school leader(s). 
  
Each quarter, formative surveys will be collected from students. These are surveys used to help 
determine where the teacher should focus – what changes they might make to improve their 
teaching.  Summative surveys will be collected from students and parents in the last quarter of 
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each year.  Multiple sources for evaluating teacher effectiveness are the most accurate way to 
measure teacher performance.   Specific examples of these from the Maine DOE Teacher 
Performance Evaluation and Professional Growth Model can be found in Appendix L.   
  
Because SPAA is a pioneering institution, many of our teachers will come to us unfamiliar with 
some of the approaches we use. We expect staff to need training in one or more of the 
following areas:  standards-based teaching and learning, project-based teaching and learning, 
Paideia strategies, El Sistema, blended learning, exceptionalities, integrated curriculum 
approaches, core knowledge, etc.  For this reason we will plan a one-week training session prior 
to the school opening to orient all new staff to our approach. Professional development will 
continue to be embedded in each school week for a minimum of three hours weekly for at least 
the first three years. 
  
Teachers will be retained who show the ability to both make foundational relationships with 
students as well as connecting them with and inspiring them to learn.  Student progress 
towards learning goals in the particular content area in which a teacher specializes will 
constitute a key aspect of the evaluation. Teachers who cannot demonstrate how their 
teaching has supported student growth both in engagement and proficiency will be offered 
relevant professional development to learn necessary skills and approaches. 
  
Teachers will develop annual performance and development goals based on evaluative input 
and guidance from their supervisors. These goals will form an important part of the 
professional development plan for each teacher. Teachers’ professional development will focus 
on three areas – areas that need improvement based on the evaluations from all sectors listed 
above, areas of strength based on evaluative data as well as teacher-driven interest, and areas 
that need development. 
  
Teachers who do not demonstrate an ability to improve their academic or relational capacities 
over the course of a school year will be subject to not being re-hired. Dismissal from a teaching 
job will be based on clear violations of institutional expectations and the demonstrated 
incapacity to follow a plan of correction once instituted. 
 
 

● Parent Involvement 
 
Snow Pond Arts Academy strongly believes parental involvement is crucial to student success 
and will work to create an environment in which parents feel comfortable collaborating with 
teachers and administrators about their student's progress. Keeping parents/guardians 
informed and involved in their child’s educational experience is a key objective of the Snow 
Pond Arts Academy. We view parents as the primary guide and decision-maker for their child’s 
education and school staff as serving parents. 
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We will hold an open house at the beginning of the year to introduce the parents to the school 
and make clear parental expectations. Parents will be encouraged to monitor their student's 
progress by checking grades online, checking information about assignments provided on 
teachers' websites, and staying in regular communication with teachers.  Parents must commit 
to re-enrollment at SPAA each year by signing a letter of intent to enroll.  This process is meant 
to keep parents engaged in addition to being an administrative function.  SPAA has a unique 
opportunity to engage parents in student presentations and performances in the arts but will 
also invite parents to view and celebrate academic achievements. 
  
Snow Pond Arts Academy will organize a Parent/Teacher Association (PTA}. The PTA will elect a 
parent representative to the governing board for a one‐year term. The ED/Head of School will 
attend PTA meetings and coordinate parental involvement including but not limited to:  help 
with the advisory program and coordination of field trips, special projects, after school and 
evening activities in the school. 
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● Tab 17.  First-year Staffing Chart 
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FIRST YEAR STAFFING 
  
 

AREA POSITION STATUS 

ADMINISTRATION Head of School FT 

  Admission & Student Services FT 

  Dept. Head - Academics FT – Will also teach 2 

classes 

  Dept. Head - Arts FT – Will also teach 2 

classes 

  Special Education & Academic 

Support 

FT 

  Special Education & Academic 

Support 

FT 

  Special Education & Academic 

Support 

FT 

    TOTAL ADMIN: 7 

TEACHING STAFF     

  1 - Math – 4 classes FT 

  1 - Science – 4 classes FT 

  1 - English – 4 classes FT 

  1 - History – 4 classes FT 

  2 - Math – 2 classes+  
 (Half teaching 

load) 
½ TIME 

  2 - Science – 2 classes+ 
(Half teaching 

load) 
½ TIME 

  2 - English – 2 classes+ 
(Half teaching 

load) 
½ TIME 
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  2 - History – 2 classes+ 
(Half teaching 

load) 
½ TIME 

Staffing for the Arts will 

be determined based on 

enrollment needs. It is 

anticipated that ensemble 

directors will also teach. 

1 – Band – Brass or Woodwind FT 

1 – Choral - Voice PT 

1 – Orchestra - Strings PT 

1 – Jazz –Brass or Woodwind PT 

1 - Drama FT 

1 - Dance PT 

2 - Keyboard PT 

1 - Guitar PT 

1 - Percussion PT 

    TOTAL STAFF: 20 (2 

already counted in 

administration) 

OTHER     

  1 - Finance ¾ TIME 
(FT-Year 2) 

  1 - Facilities ½ TIME 

  1 - Marketing/Communications ½ TIME 

  1 - Fundraising ½ TIME 

  1 - IT/Technical ½ TIME 

  2 - Food Service ½ TIME 

  1 – Administrative Support FT 

  1 – Cleaning / Maintenance FT 

    TOTAL STAFF: 9 
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TOTAL STAFF: 36 
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● Tab 18.  Staff Handbook or Employee Manual 
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SNOW POND ARTS ACADEMY 

EMPLOYEE HANDBOOK & STAFF MANUAL 

  
  
  
SECTION 1. WELCOME TO SNOW POND ARTS ACADEMY 
 
Welcome to Snow Pond Arts Academy! As a Snow Pond Arts Academy (SPAA) employee, you 

are an integral part of our mission. Your pride in your work and in SPAA is a primary ingredient 

in our success. We hope you will find your employment with SPAA to be both rewarding and 
challenging. 
 
This handbook is designed to help you get acquainted with SPAA, explain some of our 

philosophies and beliefs, and describe in general terms some of the organization's employment 

guidelines. We hope this will be a useful reference for you during your employment with SPAA, 

but it is important to note that the handbook is not intended to be a contract (express or implied), 

nor is it intended to otherwise create any legally enforceable obligations on the part of SPAA or 

its employees. 
 
No employee handbook can anticipate every circumstance or question about policy. Because 

SPAA is a growing and changing organization, it reserves the right to amend or delete provisions 

of this handbook and to alter its policies and procedures at any time without advance notice. For 

this reason, you should contact your immediate supervisor or the Executive Director/Head of 

School to obtain current information about the status of any particular policy, procedure, 

guideline or practice. No one other than the Executive Director/Head of School of SPAA has the 

authority to enter into any employment or other agreement that modifies the organization's 

policies. 
 
1.1 Philosophy and Mission 
 
Snow Pond Arts Academy was first conceived in 2011 to address the industry's problems finding 
qualified people to fill the growing number of science, technology, engineering and math 
(STEM) related job opportunities in Maine. Government and University research has 
found that many Maine high school graduates do not have the basic skills and problem solving 
abilities that modern technology rich companies need, and that many students 
graduate ill-prepared for rewarding careers or for higher education. The group identified 
two key factors contributing to low academic achievement: 
• A lack of connection between students and their educational experiences, 
caused by large and impersonal schools in which most students are an 
anonymous face in a crowd, are uninterested in their courses of study, and make 
little connection to their teachers and to other students as part of a community of 
learners. 
• Student tracking into vocational/technical education (designed for non-college- 

Comment [2]: This needs revision. 
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bound students) or into college preparatory classes, usually based on the income 
and educational level of the student's parents, not the students' capacity to 
succeed in academic endeavors. 
  
Snow Pond Arts Academy was envisioned by its founders as a charter school that will provide 

arts-based educational opportunities to enhance students' connections to their educational 

experiences and to other students in a community of learners. Their ultimate goal is to show that 

this approach can improve students' academic and performing arts achievements and long-term 

success. 
 
Snow Pond Arts Academy aims to transform students’ lives and contribute to the cultural capital 

of Central Maine by providing high quality and comprehensive Academic and Arts education in 

an inclusive, nurturing, and culturally rich environment for high school age students. 
 
Snow Pond Arts Academy will serve as a center of excellence for both academic and arts 

learning in Central Maine.  Snow Pond looks at education as both the accumulation of 

knowledge along with the cultivation of engagement, imagination, leadership and collaboration. 

Through the initial introduction of Music and Performing Arts, and the later inclusion of 

Creative and Visual Arts, Snow Pond is witness to the magical power of the Arts to bring people 

together, to create an engaged vibrant community, and to cultivate the traits that are so vitally 

important in the next generation of citizens.  As an engaged learning community, Snow Pond 

Arts Academy will develop more than musicians and artists, but also responsible, joyful, 

contributing citizens. In this way, and by ensuring as many people as possible can benefit from 

the exposure to music and the Arts, hiring talented arts educators who bring their expertise to 

Central Maine, and further collaborating with other educational, arts, and cultural organizations, 

Snow Pond will become an integral part of the community and a much needed beacon for the 

arts.   
 
 
1.2 Community Relations 
 
Employees of SPAA represent the high school both on and off the job site. Every employee 
is expected to be willing and able to represent the school in the most positive manner with 

prospective, former and current students, colleagues, clients, suppliers, performing arts 

professionals visitors and the community. 
 
Courtesy and cooperation are essential to the successful operation of our school. Since an 

employee's conduct influences the general public's opinion of the school, SPAA asks that all 

employees serve as a proud and positive ambassador for SPAA and the services we provide to 

the community. Community relations are everyone's responsibility and we thank employees for 

doing their part! 
 
 
 
 

Comment [3]: Needs revision. 
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SECTION 2. POLICIES AND PROCEDURES 
 
SPAA has an Open Door Policy that encourages employee participation in decisions affecting 

them and their daily professional responsibilities. Employees who have job-related concerns or 

complaints are encouraged to discuss them with the Head of School or any other member of the 

management team with whom they feel comfortable. SPAA believes that employee concerns are 

best addressed through this type of informal and open communication. 
 
Employees are encouraged to raise their work-related concerns with the Head of School or any 

other member of the management team as soon as possible after the events that cause the 

concern, and are further encouraged to pursue this discussion until the matter is fully resolved 

(although there is no guarantee that in each instance the employee will be satisfied with the 

result). SPAA will attempt to keep all such expressions of concern, the results of its 

investigation, and the terms of the resolution confidential. In the course of investigating and 

resolving the matter, however, some dissemination of information to others may be necessary 

and appropriate. 
 
2.1 Equal Employment Opportunity 
 
In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at Snow Pond Arts Academy will be based on merit, qualifications, and 
abilities. SPAA does not unlawfully discriminate on the basis of race, color, religion , sex 
(including pregnancy, childbirth, or related medical conditions), national origin, ancestry, age, 

physical disability, mental disability, medical condition, family care status, veteran status, 

marital status, sexual orientation, or any other basis protected by state or federal laws. SPAA also 

makes reasonable, necessary accommodations for employees with disabilities. 
 
Finally, SPAA prohibits the harassment of any individual on any basis listed above. For 
information about the types of conduct that constitute impermissible harassment and SPAA's 

internal procedures for addressing complaints of harassment, please refer to SPAA's Policy 

Against Harassment located in sections 2.2 and 2.3 of this Handbook. Employees can raise 

concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of 

unlawful discrimination will be subject to disciplinary action, up to and including termination of 

employment. This policy applies to all areas of employment including recruitment, hiring, 

training, promotion, compensation, benefits, transfer, and social and recreational programs. It is 

the responsibility of every individual who works for SPAA to conscientiously follow this policy. 

Any employee having any questions regarding this policy should discuss them with the Head of 

School or other administrator. 
 
2.2 Policy Against Harassment 
 
SPAA is committed to providing a workplace free of sexual harassment (which includes 
harassment based on gender, pregnancy, childbirth, or related medical conditions), as well as 

harassment based on factors such as race, color, religion, national origin, ancestry, age, physical 
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disability, mental disability, medical condition , marital status, sexual orientation, family care or 

medical leave status, or veteran status. SPAA strongly disapproves of and will not tolerate 

harassment of employees by managers,supervisors, or coworkers. Similarly, SPAA will not 

tolerate harassment by its employee by non-employees with whom SPAA employees have a 

business, service, or professional relationship. 
 
Harassment includes verbal, physical, and visual conduct that creates an intimidating, 
offensive, or hostile working environment or that interferes with work performance. Such 
conduct constitutes harassment when (1) submission to the conduct is made either an explicit or 

implicit condition of employment; (2) submission to or rejection of the conduct is used as the 

basis for an employment decision; or (3) the harassment interferes with an employee's work 

performance or creates an intimidating, hostile, or offensive work environment. 
 
Harassing conduct can take many forms and includes, but is not limited to, the following: slurs, 

jokes, statements, gestures, assault, impeding or blocking another's movement or otherwise 

physically interfering with normal work, pictures, drawings, or cartoons based upon an 

employee's sex, race, color, national origin, religion , age, physical disability, mental disability, 

medical condition, ancestry, marital status, sexual orientation, family care or medical leave 

status, or veteran status. 
 
Sexually harassing conduct in particular includes all of these prohibited actions as well as other 

unwelcome conduct such as requests for sexual favors, conversation containing sexual 

comments, and unwelcome sexual advances. If you experience or witness sexual or other 

unlawful harassment in the workplace, report it immediately to any member of management. If 

the supervisor is unavailable or you believe it would be inappropriate to contact that person, you 

should immediately contact the Head of School or any other member of management. You can 

raise concerns and make reports without fear of reprisal or retaliation. 
 
All allegations of sexual harassment will be quickly and discreetly investigated. To the extent 

possible, your confidentiality and that of any witnesses and the alleged harasser will be protected 

against unnecessary disclosure. When the investigation is completed, you will be informed of the 

outcome of the investigation. 
 
Any incident of harassment, including work-related harassment by any School personnel or any 

other person, should be reported promptly to any member of the management team. Managers 

who receive complaints or who observe harassing conduct should inform the Head of School 

immediately. SPAA emphasizes that an employee is not required to complain first to his or her 

supervisor if that supervisor is the individual who is harassing the employee. 
 
Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment 

must immediately advise the Head of School or any member of management so it can be 

investigated in a timely and confidential manner. Every reported complaint of harassment will be 

investigated thoroughly, promptly, and in a confidential manner. In addition, SPAA will not 

tolerate retaliation against any employee for cooperating in an investigation or for making a 

complaint to the Head of School or any other manager. 
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In the case of School employees, if harassment is established, SPAA will discipline the offender. 

Disciplinary action for a violation of this policy can range from verbal or written warnings up to 

and including immediate termination, depending upon the circumstances. 
 
2.3 Discrimination and Sexual Harassment Complaint Process 
 
Any SPAA employees, students or persons who have submitted applications for employment or 

admission who feel they have been denied equal opportunity on the basis of sex, race, age, creed, 

color, national origin, religion, sexual orientation, marital status or disability may seek remedy 

through an internal complaint process. This process also pertains to those who feel they have 

been the subject of sexual harassment (see definition in Section 2.2). SPAA assures that full 

cooperation will be provided to any individual filing a complaint with no threat of penalty or 

reprisal to the complainant. The Head of School will advise the complainant of the necessary 

steps in the complaint process. 
 
Informal Inquiry 
Individuals are encouraged to make an informal inquiry to their immediate supervisor or other 

member of the management team as soon as possible following the date of occurrence of the 

event giving rise to the complaint communication. The staff member contacted will report the 

incident to the Head of School for purposes of documentation and advice regarding the necessary 

steps of the complaint process. Every effort should be made to resolve the conflict at this time. 
 
Formal Complaint Process 
The Head of School should be contacted immediately following the event giving rise to an 

alleged discrimination or harassment complaint or at the time the complainant becomes aware of 

such an event or situation. If a resolution has not been reached or is not possible through the 

informal process, the following steps may be taken. 
Step One: 
SPAA requires that aggrieved persons who believe they have been the subject of sexual 
harassment or discrimination because of sex, race, age, creed, color, national origin, religion, 

sexual orientation, marital status or disability submit a written complaint to the Head of School 

within thirty (30) calendar days of the occurrence of the event or situation. The written complaint 

should contain the date of the occurrence, location, party or parties involved, names of witnesses, 

the facts and/or rationale of the complaint and the category (age, sex, disability, etc.). 
Step Two: 
The Head of School will conduct an investigation based upon the complaint. The 
investigation will be conducted per the following process: 
a. Meet with the person against whom the complaint is made and provide them with complete 

information of the complaint. The alleged perpetrator will have the opportunity to respond to the 

complaint at that time or may respond within the next five(5) days. 
b. After the response has been made, the Head of School or his designee will conduct the 

investigation through interviews with others who may have witnessed the incident or been in the 

vicinity where the alleged behavior occurred. 
c. The Head of School will provide a written summary/report to the complainant and alleged 

perpetrator within thirty (30) calendar days of receipt of the complaint. The summary will 
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include a thorough and documented review of the circumstances under which the alleged 

discrimination or harassment occurred. 
Step Three 
The Head of School will make recommendations for resolution of the complaint. If a 
satisfactory resolution can be arrived at, the terms of the resolution will be documented in 

writing and made part of the complaint file. In the event the complaint is found to be valid and 

involves an individual's behavior, that person will receive appropriate counseling or disciplinary 

action. Ultimate dismissal is included in any disciplinary actions that may occur. 
Step Four 
All aggrieved persons are encouraged to process complaints of alleged discrimination or 

harassment through the internal procedures established for this purpose. However, the 

complainant may seek remedy at any time from the Maine Human Rights Commission, the 

Federal Equal Employment Opportunity Commission or other appropriate agencies. The 

complaint must be filed within 180 days of the alleged discrimination. The complainant may 

withdraw the complaint at any time and resolution may be reached at any step of the process. 
 
2.4 Employee Complaint Process (Other than discrimination) 
 
Any employee may pursue a job-related complaint. Complaints should be brought to the 
attention of the employee's immediate supervisor within ten (1 0) working days from the date of 

the occurrence of the event giving rise to the complaint, or ten (1 0) working days from the date 

that the employee should have reasonably become aware of the event. Within five (5) working 

days after the presentation of the complaint, the immediate supervisor or designee shall respond 

in writing to the employee. In the event the complaint has not been satisfactorily resolved at this 

level, the employee may pursue the process in written form to the next level of authority within 

five (5) working days. The response from this administrative level will be given in writing no 

later than ten (1 0) working days after receipt of this written complaint. This time frame shall be 

followed at all subsequent administrative levels through the Executive Director/Head of School 

or designee. Complaints that come to the attention of the members of the Board of Directors 

shall be referred to the Executive Director/Head of School for resolution. 
 
2.5 Alcohol and Drug Policy 
 
It is Snow Pond Arts Academy's desire to provide a drug-free, healthful, and safe workplace. To 
promote this goal, employees are required to report to work in appropriate mental and physical 

condition to perform their jobs in a satisfactory manner. 
 
While on Snow Pond Arts Academy premises and while conducting official school-related 
activities off Snow Pond Arts Academy premises, no employee may use, possess, distribute, sell, 
or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is 

permitted on the job only if it does not impair an employee's ability to perform the essential 

functions of the job effectively and in a safe manner that does not endanger other individuals in 

the workplace. 
 
Violations of this policy may lead to disciplinary action, up to and including immediate 
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termination of employment, and/or required participation in a substance abuse rehabilitation or 

treatment program. Such violations may also have legal consequences. Under the Drug-Free 

Workplace Act, an employee who performs work for a government contract or grant must notify 

Snow Pond Arts Academy of a criminal conviction for drug-related activity occurring in the 

workplace. The report must be made within five days of the conviction. 
 
2.6 Smoking Policy 
 
In keeping with Snow Pond Arts Academy's intent to provide a safe and healthful work 

environment, smoking is prohibited throughout the workplace, This policy applies equally to all 

employees, customers, and visitors. 
 
2.7 Handling of Confidential Information 
 
Many employees will be exposed and have access to information which is of a confidential 

nature. Such information should not be shared with unauthorized personnel. 
 
2.8 Personnel Files 
 
An official file for each employee will be kept at all times within the Fiscal Affairs office. 
All employment documentation such as contracts, evaluations, educational attainment records 

and application materials will be kept in this file. Employees may have access to their file 

(except for confidential letters of reference) at any time by request to the ED/Head of School. 

Medical information, such as sick leave verification forms and physician return to work forms, 

will be kept in a "Medical File" separate from the employee's general employment file. Only the 

ED/Head of School will have access to an employee's confidential medical file. Release of 

personnel file information would be executed only through court order, employee signed release 

or on a "need to know" basis as determined by the Head of School. 
 
Upon completion of college course work, employees should forward a copy of the transcript to 

the office of the ED?Head of School to be maintained in the employee’s personnel file. The high 

school will maintain personnel records for the period of time as required by law. 
 
The information in the employee's personnel file is permanent and confidential, and must be kept 

up-to-date. The employee should inform the Office Manager immediately whenever there are 

changes in personal data such as address, telephone number, marital status, number of 

dependents, and person(s)to notify in case of emergency. Personnel files are the property of 

SPAA and may not be removed from SPAA's premises without written authorization from the 

Head of School. 
 
2.9 Responsible Use of Information Technology 
 
SPAA provides various Technology Resources to authorized employees to assist them in 

performing their job duties for the school. Each employee has a responsibility to use SPAA's 

Technology Resources in a manner that increases productivity, enhances SPAA's public image, 
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and is respectful of other employees. Failure to follow SPAA's policies regarding its Technology 

Resources may lead to disciplinary measures, up to and including termination of employment. 
Technology Resources consist of all electronic devices, software, and means of electronic 

communication including, but not limited to, the following: personal computers and 

workstations; laptop computers; computer servers; computer hardware such as disk drives and 

tape drives; peripheral equipment such as printers, modems, fax machines, and copiers; computer 

software applications and associated files and data, including software that grants access to 

external services, such as the Internet; electronic mail; telephones; cellular phones; pagers; 

personal digital assistants, and voicemail systems. 
 
Access to SPAA's Technology Resources is within the sole discretion of SPAA. Generally, 
employees are given access to SPAA's various technologies based on their job functions. 
Only employees whose job performance will benefit from the use of SPAA's Technology 
Resources will be given access to the necessary technology. 
 
SPAA's Technology Resources are to be used by employees only for the purpose of conducting 

School business. Employees may, however, use SPAA's Technology Resources for the following 

incidental personal uses so long as such use does not interfere with the employee's duties, is not 

done for financial -gain, does not conflict with SPAA's business, and does not violate any School 

policy: (1) To send and receive necessary and occasional personal communications; (2) To 

prepare and store incidental personal data (such as personal calendars, personal address lists, and 

similar incidental personal data) in a reasonable manner; (3) To use the telephone system for 
brief and necessary personal calls; and (4) To access the Internet for brief personal searches and 

inquiries during meal times or other breaks, or outside of work hours, provided that employees 

adhere to all other usage policies. 
 
SPAA assumes no liability for loss, damage, destruction, alteration, disclosure, or misuse of any 

personal data or communications transmitted over or stored on SPAA's Technology Resources. 

SPAA accepts no responsibility or liability for the loss or non-delivery of any personal electronic 

mail or voicemail communications or any personal data stored on any School property. SPAA 

strongly discourages employees from storing any personal data on any of SPAA's Technology 

Resources. 
 
SPAA is aware that employees use electronic mail for correspondence that is less formal than 

written memoranda. Employees must take care, however, not to let informality degenerate into 

improper use. As set forth more fully in SPAA's "Policy Against Harassment," SPAA does not 

tolerate discrimination or harassment based on gender, pregnancy, childbirth (or related medical 

conditions), race, color, religion, national origin,ancestry, age, physical disability, mental 

disability, medical condition, marital status, sexual orientation, family care or medical leave 

status, veteran status, or any other status protected by state and federal laws. Under no 

circumstances may employees use SPAA's Technology Resources to transmit, receive, or store 

any information that is discriminatory, harassing, or defamatory in any way (e.g., sexually-

explicit or racial messages, jokes, cartoons). 
 
Employees also must not use SPAA's Technology Resources to copy, retrieve, forward 
or send copyrighted materials unless the employee has the author's permission or is 
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accessing a single copy only for the employee's reference. In addition, Employees may not use 

any of SPAA's Technology Resources for any illegal purpose, violation of any School policy, in 

a manner contrary to the best interests of SPAA, in any way that discloses confidential or 

proprietary information of SPAA or third parties, or for personal or financial gain. 
 
All messages sent and received, including personal messages, and all data and information stored 

on SPAA's electronic-mail system, voicemail system, or computer systems are School property, 

regardless of the content. As such, SPAA reserves the right to access all of its Technology 

Resources including its computers, voicemail, and electronic-mail systems, at any time, in its 

sole discretion. Although SPAA does not wish to examine personal information of its employees, 

on occasion, SPAA may need to access its Technology Resources including computer files, 
electronic-mail messages, and voicemail messages. Employees should understand, therefore, that 

they have no right of privacy with respect to any messages or information created or maintained 

on SPAA's Technology Resources, including personal information or messages. SPAA may, at 

its discretion, inspect all files or messages on its Technology Resources at any time for any 

reason. SPAA may also monitor its Technology Resources at any time in order to determine 

compliance with its policies, for purposes of legal proceedings, to investigate misconduct, to 

locate information, or for any other business purpose. 
 
Certain of SPAA's Technology Resources can be accessed only by entering a password. 

Passwords are intended to prevent unauthorized access to information. Passwords do not confer 

any right of privacy upon any employee of SPAA. Thus, even though employees may maintain 

passwords for accessing Technology Resources, employees must not expect that any information 

maintained on Technology Resources, including electronic-mail and voicemail messages, are 

private. Employees are expected to maintain their passwords as confidential. Employees must 

not share passwords and must not access coworkers' systems without express authorization. 
 
The best way to guarantee the privacy of personal information is not to store or transmit it on 

SPAA's Technology Resources. To ensure that employees understand the extent to which 

information is collected and stored, below are examples of information currently maintained by 

SPAA. SPAA may, however, in its sole discretion, and at any time, alter the amount and type of 

information that it retains. 
 
Telephone Use and Voicemail: Records are kept of all calls made from and to a given telephone 

extension. Although voicemail is password protected, an authorized administrator can reset the 

password and listen to voicemail messages. 
Electronic Mail: Electronic mail is backed-up and archived. Although electronic mail is 

password protected, an authorized administrator can reset the password and read electronic mail. 
Desktop Facsimile Use: Copies of all facsimile transmissions sent and received are maintained 

in the facsimile server. 
Document Use: Each document stored on School computers has a history, which shows which 

users have accessed the document for any purpose. 
Internet Use: Internet sites visited, the number of times visited, and the total time connected to 

each site is recorded and periodically monitored. Deleting or erasing information, documents, or 

messages maintained on SPAA's Technology Resources is, in most cases, ineffective. All 

employees should understand that any information kept on SPAA's Technology Resources may 

Comment [4]: Is this true? 
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be electronically recalled or recreated regardless of whether it may have been "deleted" or 

"erased" by an employee. Because SPAA periodically backs-up all files and messages, and 

because of the way in which computers re-use file storage space, files and messages may exist 

that is thought to have been deleted or erased. Therefore, employees who delete or erase 

information or messages should not assume that such information or messages are confidential. 

Internet access to global electronic information resources on the World Wide Web is provided by 

Snow Pond Arts Academy to assist employees in obtaining work related data and technology.  
 
The following guidelines have been established to help ensure responsible and productive 

Internet usage.  
● While Internet usage is intended for job-related activities, incidental and occasional brief 

personal use is permitted within reasonable limits. 

● All Internet data that is composed, transmitted, or received via our computer 

communications systems is considered to be part of the official records of Snow Pond 

Arts Academy and, as such, is subject to disclosure to law enforcement or other third 
parties. Consequently, employees should always ensure that the business information 
contained in Internet e-mail messages and other transmissions is accurate, appropriate, 
ethical, and lawful. 

● The equipment, services, and technology provided to access the Internet remain at all 

times the property of Snow Pond Arts Academy. As such, Snow Pond Arts Academy 

reserves the right to monitor Internet traffic, and retrieve and read any data composed, 

sent, or received through our online connections and stored in our computer systems. 
● Data that is composed, transmitted, accessed, or received via the Internet must 

not contain content that could be considered discriminatory, offensive, obscene, 
threatening, harassing, intimidating, or disruptive to any employee or other person. 
Examples of unacceptable content may include, but are not limited to, sexual comments 
or images, racial slurs, gender-specific comments, or any other comments or images 
that could reasonably offend someone on the basis of race, age, sex, religious or 
political beliefs, national origin, disability, sexual orientation, or any other characteristic 
protected by law. 

● The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, 

or patented material on the Internet is expressly prohibited. As a general rule, if an 
employee did not create material, does not own the rights to it, or has not received 
authorization for its use, it should not be put on the Internet. Employees are also 
responsible for ensuring that the person sending any material over the Internet has the 
appropriate distribution rights. 

● Abuse of the Internet access provided by Snow Pond Arts Academy in violation of law or 

Snow Pond Arts 

 
Academy policies will result in disciplinary action, up to and including termination of 

employment. Employees may also be held personally liable for any violations of this policy. The 

following behaviors are examples of previously stated or additional actions and activities that are 

prohibited and can result in disciplinary action: 
● Sending or posting discriminatory, harassing, or threatening messages or 

● images 

● Using the organization's time and resources for personal gain 
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● Stealing, using, or disclosing someone else's code or password without 

● authorization 

● Copying, pirating, or downloading software and electronic files without 

● permission 

● Violating copyright law 

● Attempting to break into the computer system of another organization or person 

● Sending or posting chain letters, solicitations, or advertisements not related to 

● business purposes or activities 

● Using the Internet for political causes or activities, religious activities, or any sort of 

● gambling 

 
School Property and Information: All software in use on SPAA's Technology Resources 
is officially licensed software. No software is to be installed or used that has not been duly paid 

for and licensed appropriately for the use to which it is being put. No employee may load any 

software on SPAA's computers, by any means of transmission, unless authorized in writing in 

advance by the Office Manager. Authorization for loading software onto SPAA's computers 

should not be given until the software to be loaded has been thoroughly scanned for viruses. 
SPAA is very sensitive to the issue of protection of trade secrets and other confidential 
and proprietary information of both SPAA and third parties ("Confidential Information"). 
Therefore, employees are expected to use good judgment and to adhere to the highest ethical 

standards when using or transmitting Confidential Information on SPAA's Technology 

Resources. 
 
Confidential Information should not be accessed through SPAA's Technology Resources in the 

presence of unauthorized individuals. Similarly, Confidential Information should not be left 

visible or unattended. Moreover, any Confidential Information transmitted via Technology 

Resources should be marked with the following confidentiality legend: 
"This message contains confidential information. Unless you are the addressee (or authorized to 

receive for the addressee), you may not copy, use, or distribute this information. If you have 

received this message in error, please advise The Head of School or Office Manager or return it 

promptly by mail." 
 
SPAA endeavors to license its software so that it may be used on portable computers and home 

computers in addition to office computers. Before transferring or copying any software from a 

School Technology Resource to another computer, employees must request permission and 

receive written authorization from the Office Manager. SPAA has installed a variety of programs 

and devices to ensure the safety and security of SPAA's Technology Resources. Any employee 

found tampering or disabling any of SPAA's security devices will be subject to discipline up to 

and including termination. SPAA may perform auditing activity or monitoring to determine 

compliance with these policies. Audits of software and data stored on SPAA's Technology 

Resources may be conducted without warning at any time. 
 
2.10 Family Educational Rights and Privacy Act (FERPA) 
 
Student education records are official and confidential documents protected by one of the 

nation's strongest privacy protection laws, the Family Education Rights and Privacy Act of 1974 
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(FERPA). FERPA applies to schools that receive federal education funds and non-compliance 

can result in the loss of those funds. Confidential education records include student registration 

forms, graded papers,student information displayed on a computer screen and social security 

numbers linked to names. Employees who work around education records need to keep this 

information secure and protect the rights of students. 
 
The essence of this act is that: 
§ Parents have the right to inspect and review their child's education records (any records from 

which the student can be individually identified), to the exclusion of third parties. Students also 

have this right when they reach age 18. 
§ Parents and eligible students have the right to request that a school correct records believed to 

be inaccurate or misleading. 
§ Institutions may not disclose information about students, nor permit inspection of their records, 

without the student's written permission unless such action is covered by certain exceptions as 

stipulated in the Act. One exception the law allows is "directory information", which includes 

such things as name, address and telephone number. FERPA says each school can formulate its 

own policy about what directory information it will release. Snow Pond Arts Academy does not 

have a general student directory, therefore, it is our policy not to release names, addresses and 
phone numbers. Exceptions may be made when graduates are listed in the newspaper or team 

rosters are published. 
 
2.11 Conflict of Interest 
 
Employees are expected to devote their best efforts and attention to the full-time performance of 

their jobs. Moreover, employees are expected to use good judgment, to adhere to high ethical 

standards, and to avoid situations that create an actual or potential conflict between their personal 

interests and the interests of SPAA. A conflict of interest exists when the employee's loyalties or 

actions are divided between SPAA's interests and those of another, such as a competitor, 

supplier, or customer. Both the fact and the appearance of a conflict of interest should be 

avoided. Employees unsure as to whether a certain transaction, activity, or relationship 

constitutes a conflict of interest should discuss it with their immediate supervisor for 

clarification. Any exceptions to this guideline must be approved in writing by the Head of 

School. Failure to adhere to this guideline, including failure to disclose any conflicts or to seek 
an exception, will result in discipline, up to and including termination of employment. 
 
 
 
 
 
2.12 Termination and Discipline 
 
SPAA strives to provide a positive workplace environment for all of its employees. To achieve 

and maintain this, we must have the cooperation of everyone at SPAA. It also requires holding 

people accountable when the rules are not followed. This policy provides the guidelines that 

SPAA has developed to achieve its goal. 
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Termination: 
SPAA will consider an employee to have voluntarily terminated his or her employment if an 

employee does any of the following: (1) Elects to resign from SPAA; (2) Fails to return from an 

approved leave of absence on the date specified by SPAA; or (3) Fails to report for work without 

notice to SPAA for two consecutive days. An employee may be terminated involuntarily for 

reasons that may include poor performance, misconduct, or other violations of SPAA's rules of 

conduct as set forth below. 
Rules of Conduct 
Employees are expected to observe certain standards of job performance and good conduct. 

When performance or conduct does not meet School standards, SPAA will endeavor, when it 

deems appropriate, to provide the employee a reasonable opportunity to correct the deficiency. 

If, however, the employee fails to make the correction, he or she will be subject to discipline up 

to and including termination. 
 
The rules set forth below are intended to provide employees with fair notice of what is expected 

of them. Necessarily, however, such rules cannot identify every type of unacceptable conduct 

and performance. Therefore, employees should be aware that conduct not specifically listed 

below but which adversely affects or is otherwise detrimental to the interests of SPAA, other 

employees, or customers, may also result in disciplinary action. 
 
Employees may be disciplined for poor job performance, including but not limited to the 
following: (1) Unsatisfactory work quality or quantity; (2) Poor attitude (for example, rudeness 

or lack of cooperation); (3) Excessive absenteeism, tardiness, or abuse of break and lunch 

privileges; (4) Failure to follow instructions or School procedures; or (5) Failure to follow 

established safety regulations. 
 
Employees may be disciplined for misconduct, including but not limited to the following: 
(1) Insubordination; (2) Dishonesty; (3) Theft; (4) Discourtesy; (5) Misusing or destroying 

School property or the property of another on School premises; (6) Violating conflict of interest 

rules; (7) Disclosing or using confidential or proprietary information without authorization; (8) 

Falsifying or altering School records, including the application for employment; (9) Interfering 

with the work performance of others; (1 0) Altercations; (11) Harassing, including sexually 

harassing, employees or students; (12) Being under the influence of, manufacturing, dispensing, 

distributing, using, or possessing alcohol or illegal or controlled substances on School property 

or while conducting School business; (13) Gambling on School premises or while conducting 

School business; (14) Sleeping on the job or leaving the job without authorization; (15) 

Possessing a firearm or other dangerous weapon on School property or while conducting School 

business; and (16) Being convicted of a crime .that indicates unfitness for the job or raises a 

threat to the safety or well-being of SPAA, its employees, customers, or property. 
 
In addition to the general rules stated above, employees may be disciplined for failing to observe 

the following specific requirements relating to attendance: (1) Reporting to work on time, 

observing the time limits for rest and meal periods, and obtaining approval to leave work early; 

and (2) Notifying the supervisor in advance of anticipated tardiness or absence. 
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Though discharge or demotion for poor performance or attendance ordinarily will be preceded 

by an oral warning and a written warning, SPAA reserves the right to proceed directly to a 

written warning, or demotion, or termination for misconduct or performance deficiency, without 

resort to prior disciplinary steps, when SPAA deems such action appropriate. 
 
2.13 Violence in the Workplace 
 
Snow Pond Arts Academy is committed to preventing workplace violence and to maintaining 
a safe work environment. Given the increasing violence in society in general, Snow Pond Arts 
Academy has adopted the following guidelines to deal with intimidation, harassment, or other 

threats of (or actual) violence that may occur during business hours or on its premises. 
 
All employees, including supervisors and temporary employees, should be treated with courtesy 

and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other 

conduct that may be dangerous to others. Firearms, weapons, and other dangerous or hazardous 

devices or substances are prohibited from the premises of Snow Pond Arts Academy without 

proper authorization. Conduct that threatens, intimidates, or coerces another employee, a 

customer, or a member of the public at any time, including off-duty periods, will not be tolerated. 

This prohibition includes all acts of harassment, including harassment that is based on an 
individual's sex, race, age, or any characteristic protected by federal, state, or local law. All 

threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to 

your immediate supervisor or any other member of management. This includes threats by 

employees, as well as threats by customers, vendors, solicitors, or other members of the public. 

When reporting a threat of violence, you should be as specific and detailed as possible. All 

suspicious individuals or activities should also be reported as soon as possible to a supervisor.  
 
Snow Pond Arts Academy will promptly and thoroughly investigate all reports of threats of (or 
actual) violence and of suspicious individuals or activities. The identity of the individual making 

a report will be protected as much as is practical. Anyone determined to be responsible for 

threats of (or actual) violence or other conduct that is in violation of these guidelines will be 

subject to prompt disciplinary action up to and including termination of employment. 
 
Snow Pond Arts Academy encourages employees to bring their disputes or differences with 
other employees to the attention of their supervisors or the Head of School before the situation 

escalates into potential violence. Snow Pond Arts Academy is eager to assist in the resolution of 

employee disputes, and will not discipline employees for raising such concerns. 
 
2.14 Professional Dress and Appearance 
 
SPAA considers the presentation of SPAA's image to its students and the public at large to be 

extremely important. SPAA seeks not only good performance and conduct from its employees, 

but also expects them to observe high standards in their personal presentation. Accordingly, it is 

expected that all employees dress in a manner consistent with good taste. Employees are 

expected to wear apparel SPAA considers appropriate for dealing with the public. 
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Section 3. HUMAN RESOURCES AND PAYROLL PROCEDURES 
 
3.1 Employment Status Categories 
 
It is the intent of Snow Pond Arts Academy to clarify the definitions of employment 

classifications so that employees understand their employment status and benefit eligibility. 

These classifications do not guarantee employment for any specified period of time. Each 

employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and 

hour laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions 

of federal and state laws. EXEMPT employees are excluded from specific provisions of federal 

and state wage and hour laws. An employee's EXEMPT or NONEXEMPT classification may be 

changed only upon written notification by the ED/Head of School. 
 
In addition to the above categories, each employee will belong to one other employment 
category: 
 
REGULAR FULL-TIME employees are those who are not in a temporary or introductory status 

and who are regularly scheduled to work Snow Pond Arts Academy's full-time schedule. 

Generally, they are eligible for Snow Pond Arts Academy's benefit package, subject to the terms, 
conditions, and limitations of each benefit program. 
REGULAR PART-TIME employees are those who are not assigned to a temporary or 

introductory status and who are regularly scheduled to work less than the full-time work 

schedule, but at least 30 or more hours per week. Regular part-time employees are eligible for 

some benefits sponsored by Snow Pond Arts Academy on a prorated basis, subject to the terms, 

conditions, and limitations of each benefit program. 
 
3.2 Contracts and Salaries 
 
Because recruiting and retaining talented employees is critical to our success, Snow Pond Arts 
Academy is committed to paying its employees equitable wages that reflect the requirements and 

responsibilities of their positions and are comparable to the pay received by similarly situated 

employees in other organizations in the area. 
 
Compensation for every position is determined by several factors, including job analysis and 

evaluation, the essential duties and responsibilities of the job, and salary survey data on pay 

practices of other employers. Snow Pond Arts Academy periodically reviews its salary 

administration program and restructures it as necessary. Merit-based pay adjustments may be 

awarded in conjunction with superior employee performance documented by the performance 

evaluation process. Employees should bring their pay-related questions or concerns to the 

attention of the Head of School. 
 
3.3 Job Descriptions 
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Job descriptions shall be developed and maintained on every full-time and part-time position in 

the school. Descriptions shall include job responsibilities, performance expectations, general 

physical activities and minimum qualifications. Job descriptions for non-instructional, 

occasional, specialized and support staff shall establish the minimum standards of employment 

for positions not requiring a Maine teacher certification. Job descriptions should be reviewed and 

updated regularly by each designated administrator and the employees he/she supervises. 
 
 
 
 
 
3.4 Work Hours 
 
The normal workweek for employees is 8 hours a day for five days a week. The normal work 

schedule for academic teaching  employees is 7 hours a day, 4 days a week and 4 hours one day 

a week. Supervisors will advise employees of the times their schedules will normally begin and 
end. Staffing needs and operational demands may necessitate variations in starting and ending 

times, as well as variations in the total hours that may be scheduled each day and week. 
 
3.5 Absences 
 
Prior to taking a leave of absence for purposes of vacation, personal leave, military or jury duty, 

or other planned absence, an Employee Leave Report, available in each department, should be 

submitted at least one week prior to the scheduled leave date, unless the request is due to an 

unexpected emergency. The nature of the emergency should then be shared with the supervisor. 
 
Employee Leave Reports to request paid leave for an absence due to personal illness, family 

illness or bereavement leave should be completed upon return from the absence. All employees 

are expected to work on a regular and consistent basis, completing their regularly scheduled 

hours per week. Excessive absenteeism may result in disciplinary action, up to and including 

termination. Disciplinary action taken because of absenteeism will be considered on an 

individual basis, following review of the employee's absentee and overall work record . 
 
Any employee who does not call or report to work for two consecutive work days will be 
considered to have voluntarily resigned employment at SPAA. Managers experiencing this 
situation should contact the Head of School immediately. 
 
 
3.6 Payroll Period and Pay Dates 
 
SPAA pays employees twice per month: on the 15th day of the month and the last day of the 

month. The Human Resources department will -establish deadlines for submission of timesheets 

for each payday. The payroll information is sent to the bank two times per month only. Time 

sheets must be turned in by the established deadline to ensure that the employee's paycheck is 

Comment [5]: I am not sure if this is correct. 
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included. Paychecks will be delayed until the next pay date if the timesheet is submitted after the 

deadline. 
 
Accurately recording time worked is the responsibility of every nonexempt employee. 
Federal and state laws require Snow Pond Arts Academy to keep an accurate record of time 
worked in order to calculate employee pay and benefits. Time worked is all the time actually 

spent on the job performing assigned duties. 
 
Nonexempt employees should accurately record the time they begin and end their work, as well 

as the beginning and ending time of each meal period. They should also record the beginning and 

ending time of any split shift or departure from work for personal reasons. Overtime work must 

always be approved before it is performed. Altering, falsifying, tampering with time records, or 

recording time on another employee's time record may result in disciplinary action, up to and 

including termination of employment. 
 
It is the employee’s responsibility to sign their time records to certify the accuracy of all time 

recorded. The supervisor will review and then initial the time record before submitting it for 

payroll processing. 
 
3.7 Payroll Deductions 
 
Deductions from an employee's gross pay period earnings are of two types: mandatory and 

voluntary. Mandatory deductions are those required by law, court order or other legally 

compelling influence on payroll. SPAA is required by law to make the following deductions 

from an employee's check: 
§ Federal Income Tax 
§ Social Security Tax (FICA), if not eligible for Maine State Retirement 
§ State Income Tax 
§ Medicare 
§ Court-Ordered garnishments (when required by law) 
§ Maine State Retirement, if applicable 
 
The amount of tax deductions depends on the employee's income level, marital status and 

number of allowances the employee claims on the W4 form.  Voluntary deductions are those 

requested by the employees to be made on their behalf and may include family medical, dental or 

vision insurance, tax-sheltered annuities,etc. Voluntary deductions will not be made without the 

employee's written request or authorization, and advanced approval from the Human Resources 

office and/or Business Services office. 
 
3.8 Employee Separation Procedure 
 
Termination of employment is an inevitable part of personnel activity within any organization, 

and many of the reasons for termination are routine. Below are examples of some of the most 

common circumstances under which employment is terminated : 
* Resignation -voluntary employment termination initiated by an employee. 
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* Discharge - involuntary employment termination initiated by the organization. 
 
Resignation is a voluntary act initiated by the employee to terminate employment with Snow 

Pond Arts Academy. Although advance notice is not required, Snow Pond Arts Academy 

requests that teachers who will not work the following school year submit written notice of 
resignation by the 15th of May of the current school year. Snow Pond Arts Academy requests 

that administrative employees submit at least 2 weeks written notice of resignation . 
 
 
 
3.9 Reference Checks 
 
Snow Pond Arts Academy relies upon the accuracy of information contained in the employment 
application, as well as the accuracy of other data presented throughout the hiring process and 

employment. Any misrepresentations, falsifications, or material omissions in any of this 

information or data may result in the exclusion of the individual from further consideration for 

employment or, if the person has been hired, termination of employment. 
 
To ensure that individuals who join Snow Pond Arts Academy are well qualified and have a 

strong potential to be productive and successful, it is the policy of Snow Pond Arts Academy to 

check the employment references and criminal backgrounds of all applicants. 
 
Snow Pond Arts Academy will respond to all reference check inquiries from other employers. 
Responses to such inquiries will be limited to factual information that can be substantiated by 

Snow Pond Arts Academy's records. 
 
3.10 Outside Employment 
 
Employees may hold outside jobs as long as they meet the performance standards of their job 

with Snow Pond Arts Academy. All employees will be judged by the same performance 
standards and will be subject to Snow Pond Arts Academy's scheduling demands, regardless of 
any existing outside work requirements. 
 
If Snow Pond Arts Academy determines that an employee's outside work interferes with 
performance or the ability to meet the requirements of Snow Pond Arts Academy as they are 
modified from time to time, the employee may be asked to terminate the outside employment if 

he or she wishes to remain with Snow Pond Arts Academy. Outside employment that constitutes 

a conflict of interest is prohibited. Employees may not receive any income or material gain from 

individuals outside Snow Pond Arts Academy for materials produced or services rendered while 

performing their jobs. 
 
SECTION 4. EMPLOYEE BENEFITS: FULL-TIME EMPLOYEES 
 
4.1 Employee Benefits Eligibility 
 



 
 

Snow Pond Arts Academy Charter School Application / 283  

SPAA provides benefits for its regular full-time employees and for part-time employees 
who are regularly scheduled to work at least 30 hours per week. All regular full-time 
employees and their dependents are eligible to participate in SPAA's health, dental, 
vision, retirement, disability plans and other benefits. SPAA reserves the right to eliminate 
or modify any of its benefits at any time. Please contact the Executive Director for 
additional information about benefits offered by SPAA. 
 
 
 
4.2 Continuation of Insurance (COBRA) 
 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 

their qualified beneficiaries the opportunity to continue health insurance coverage under Snow 

Pond Arts Academy's health plan when a "qualifying event" would normally result in the loss of 

eligibility. Some common qualifying events are resignation, termination of employment, or death 

of an employee; a reduction in an employee's hours or a leave of absence; an employee's divorce 

or legal separation; and a dependent child no longer meeting eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at Snow Pond Arts 
Academy's group rates plus an administration fee. Snow Pond Arts Academy provides each 
eligible employee with a written notice describing rights granted under COBRA when the 

employee becomes eligible for coverage under Snow Pond Arts Academy's health insurance 
plan. The notice contains important information about the employee's rights and obligations. 
 
4.3 Holidays 
SPAA observes the following holidays each year: 
Labor Day 
Columbus Day  
Veterans Day  
Thanksgiving Day 
Christmas Day 
New Year's Day 
Martin Luther King Day 
President's Day  
Memorial Day  
Fourth of July 
 
 
4.4 Sick Leave 
 
Sick leave may be taken for a personal illness, a disability, or for a family care or medical leave. 

Sick leave must be taken by eligible employees in increments of at least one full day. Full-time 

employees will be granted 6 sick days per year. 
 
4.6 Family and Medical Leave (FMLA) 

Comment [6]: Is this accurate? 
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In addition to sick leave, Snow Pond Arts Academy provides family leaves of absence without 
pay to eligible employees who wish to take time off from work duties to fulfill family obligations 

relating directly to childbirth, adoption, or placement of a foster child; or to care for a child, 

spouse, or parent with a serious health condition. A serious health condition means an illness, 

injury, impairment, or physical or mental condition that involves inpatient care in a hospital, 

hospice, or residential medical care facility; or continuing treatment by a health care provider. 
Regular full-time employees and regular part-time employees are eligible to request family leave 

as described in this policy: Eligible employees may request family leave only after having 

completed 365 calendar days of service. Eligible employees should make requests for family 

leave to their supervisors at least 30 days in advance of foreseeable events and as soon as 

possible for unforeseeable events. 
 
Employees requesting family leave related to the serious health condition of a child, spouse, or 

parent may be required to submit a health care provider's statement verifying the need for a 

family leave to provide care, its beginning and expected ending dates, and. the estimated time 

required. 
 
Eligible employees may request up to a maximum of 12 weeks of family leave within any 12-

month period. Any combination of family leave and medical leave may not exceed this 

maximum limit. Employees will be required to first use any accrued paid leave time before 

taking unpaid family leave. Married employee couples may be restricted to a combined total of 

12 weeks leave within any 12-month period for childbirth, adoption, or placement of a foster 

child; or to care for a parent with a serious health condition. Subject to the terms, conditions, and 

limitations of the applicable plans, Snow Pond Arts Academy will continue to provide health 

insurance benefits for the full period of the approved family leave. So that an employee's return 

to work can be properly scheduled, an employee on family leave is required to provide Snow 

Pond Arts Academy with at least two weeks advance notice of the date the employee intends to 

return to work. When a family leave ends, the employee will be reinstated to the same position, if 

it is available, or to an equivalent position for which the employee is qualified. If an employee 

fails to return to work on the agreed upon return date, Snow Pond Arts Academy will assume 

that the employee has resigned . 
 
4.7 Maternity Leave 
 
Employees may take up to three weeks paid leave after the birth or adoption of a child . This paid 

leave will be in addition to the employee's accrued sick and vacation leave, which need not be 

taken first. Subject to the terms, conditions, and limitations of the applicable plans, Snow Pond 

Arts Academy will continue to provide health insurance benefits for the full period of the 

approved maternity leave. 
 
4.8 Pregnancy-Disability Leave 
 
SPAA recognizes that employees may be unable to work for temporary but extended periods of 

time due to pregnancy, childbirth, or related medical conditions ("Pregnancy Disability"). 



 
 

Snow Pond Arts Academy Charter School Application / 285  

Accordingly, SPAA provides Pregnancy-Disability leave for the period of actual disability, up to 

a maximum of four months. · 
Procedure for Pregnancy Disability Leave: Whenever possible, an 
employee should submit a written request for Pregnancy-Disability leave or Pregnancy- 

Disability transfer to the Head of School as soon as she is aware of the need for such leave. If the 

leave is foreseeable, the employee must provide 30 calendar days' advance notice to SPAA of the 

need for Pregnancy-Disability leave. Each employee who has taken a Pregnancy-Disability leave 

or transfer must be released by her doctor to return to work. The release should be in writing and 

submitted to the Head of School on or before the employee's return from a Pregnancy-Disability 
leave or transfer. 
 
4.1 0 Bereavement Leave 
 
Employees who wish to take time off due to the death of an immediate family member should 

notify their supervisor immediately. Up to 3 days of paid bereavement leave per incident will be 

provided to all employees. Bereavement leave will normally be granted unless there are unusual 

business needs or staffing requirements. Employees may, with their supervisors' approval, use 

any available paid leave for additional time off as necessary. Snow Pond Arts Academy defines 

"immediate family" as the employee's spouse or domestic partner, parent, child, or sibling. 
 
4.13 Retirement Programs 
 
Teachers and other eligible staff members may enroll in the Maine State Retirement 
System (MSR). The employee's share of the contribution to MSR will be deducted from 
their paycheck. Social Security (FICA) payments are not made for these staff members. 
SPAA will pay Social Security benefits for non-teaching staff who are not eligible for STRS. 
 
4.14 Tax Deferment Plans 
 
SPAA participates in a 403(b) tax deferred savings program. See the Executive Director/Head of 

School for more information about this program. 
 
4.15 Employee Assistance Program 
 
SPAA recognizes that personal problems may have a negative impact on an employee's 

attendance, job performance, or behavior at work. SPAA also recognizes that everyone 
may occasionally benefit from professional assistance with personal problems. 
Accordingly, SPAA offers an employee assistance program (EAP) for all of its full-time 
employees. The EAP provides confidential and professional counseling and, when appropriate, 

referral to other services to deal with personal problems, such as chemical dependency, marital 

or family conflict, and emotional problems. The EAP is offered to enhance personal well-being 

as a means of improving individual attendance, performance, and productivity. All counseling 

through this program is on a voluntary basis. Employees who suspect they may have an alcohol, 

drug, emotional, marital, family, or other personal problem, even in the early stages, should 

request EAP assistance from the Head of School, seek a diagnosis, and follow through with the 

Comment [7]: Is this accurate? 

Comment [8]: Is this accurate? 
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program as prescribed by qualified professionals. Although employees are encouraged to use the 

EAP, participation in the program does not relieve employees of their obligation to perform their 

work in a satisfactory manner and to comply with other School rules and guidelines, including 
SPAA's Drug-Free Workplace guide-line. Questions regarding EAP services should be directed 

to the Head of School. 
 
SECTION 5. STAFF DEVELOPMENT AND PERFORMANCE 
 
5.1 Staff Development Program 
 
Snow Pond Arts Academy's staff development program is designed to provide programs that 
contribute to the personal and professional growth and development of employees. The program 

will offer a range of workshops, seminars and training opportunities on both skill-oriented and 

general interest topics. Each employee is expected to create an annual professional development 

plan, review it with his or her administrator, and submit it to the Head of School for approval. 

The Head of School or his designee will provide guidelines for professional development plans, 

which will outline required and optional program components . 
 . 
5.2 Performance Appraisals 
 
SPAA will conduct periodic performance reviews for employees. Employees generally 
receive written performance evaluations at the end of their probationary period and then once 

every year thereafter. Performance evaluations may be scheduled more frequently, at the 

discretion of the Head of School. The purpose of the review is to evaluate the employee's current 

level of performance, to examine the progress made since the last review, and to establish goals 

for the employee's next review. During their performance reviews, employees are encouraged to 

discuss any issues raised , as well as any opportunities for advancement or career development 

within SPAA. After receiving their performance evaluation, employees will be required to sign 

the evaluation acknowledging that they have received the evaluation and are aware of its 

contents. A Copy of the performance evaluation will then be placed in the employee's personnel 

file. 
 
5.3 Performance Development Process 
 
Should an employee's performance be rated unacceptable or marginal by the immediate 

supervisor, he/she may recommend that the employee be placed on a performance development 

program or may be terminated. 
 
5.4 Employee Discipline 
 
To provide the best possible work environment, Snow Pond Arts Academy expects employees 
to treat students and other SPAA community members with respect and dignity, and to follow 

rules of conduct that will protect the interests and safety of all employees and the organization. 

The Head of School, or designee, will administer appropriate disciplinary action resulting from 
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misconduct by employees during hours in which they are on the job. Such action will be fair and 

consistent and in accordance with established personnel procedures. 
 
Behavior considered unacceptable in the workplace may result in disciplinary action, up to and 

including termination of employment. Although it is not possible to list all forms of behavior that 

would warrant disciplinary action, examples include: theft or inappropriate removal or 

possession of property; fighting or threatening violence in the workplace, sexual or other 

unlawful or unwelcome harassment; possession of dangerous or unauthorized materials, such as 

explosives or firearms, in the workplace. Each violation of employment policies, procedures or 

standards will be dealt with on an individual basis considering all the circumstances involved in 

the incident. Additionally, the impact on students, co-workers and the community, as well as the 

general image of SPAA, will be considered in disciplinary actions. Therefore, there may be 

incidents which are deemed serious enough that immediate suspension or termination will take 

place. In other circumstances, the procedure listed below will be followed. 
 
Oral Reprimand: Oral reprimands are given by the immediate supervisor to the employee. They 

are documented by the supervisor and placed in the employee's personnel file. Prior to any of the 

next three steps taking place, the supervisor should schedule a meeting with the Head of School 

for review. 
Written Reprimand: Formal notice to the employee stating that if corrective action is not taken 

on a particular problem or efficiency within a certain time period, a recommendation for 

suspension from work will be made. A copy of this written reprimand will be forwarded to the 

Human Resources Office to be placed in the employee's official personnel file. 
Suspension: The Head of School, or designee, is authorized to suspend an employee pending 

action on a discharge, for investigation of charges against the employee or for disciplinary 

purposes. It shall be within the discretion of the Head of School to suspend any employee with or 
without pay. 
Discharge: Before any employee will be discharged, a meeting between the supervisor(s), 

employee and the Head of School will be held to review the situation. 
 
SECTION 6. SNOW POND ARTS ACADEMY OPERATIONS 
 
6.1 Human Resources: General Policies 
 
Employees may engage in outside employment that does not conflict with SPAA employment. 

However, employees may not engage in outside employment that results in the employee's 

service to SPAA being less than satisfactory. In addition, employees may not receive or accept 

money or other consideration from other than SPAA for any activity that the employee is 

expected to perform in the regular course or hours of his/her employment with SPAA. No 

employee may use SPAA time, facilities, equipment, supplies, prestige or influence in a manner 

clearly for personal gain or advantage. 
 
6.2 Budgets and Accounting 
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Select positions have budgetary authority over specific amounts of funds. No purchases over 

$100  may be made on these authorized budgets without additional sign-off from the Head of 

School. No purchases may be made without specific budgetary authorization. SPAA does not 

guarantee repayment of purchases made by individuals using personal funds without prior 

written approval - whether or not they have budgetary control over the funds. 
 
6.3 Purchasing 
 
Teachers and other staff members authorized to make a purchase may either order through the 

school or buy the items themselves and get reimbursed. Specific purchasing procedures and 

forms are available in the Main Office. 
 
6.4 Travel 
 
Snow Pond Arts Academy will reimburse employees for reasonable business travel expenses 
incurred while on assignments away from the normal work location. All business travel must be 

approved in advance by the Head of School. When approved, the actual costs of travel, meals, 

lodging, and other expenses directly related to accomplishing business travel objectives will be 

reimbursed by Snow Pond Arts Academy. Receipts are required. Employees are expected to 

limit expenses to reasonable amounts. Employees whose travel plans have been approved are 

responsible for making their own travel arrangements. When travel is completed, employees 

should submit completed travel expense reports within 30 days. Expense reports must be 
accompanied by original receipts for all individual expenses. 
 
Employees who are involved in an accident while traveling on business must promptly 
report the incident to their immediate supervisor. 
 
Employees should contact the Head of School for guidance and assistance on procedures related 

to travel arrangements, expense reports, reimbursement for specific expenses, or any other 

business travel issues. Abuse of this business travel expense policy, including falsifying expense 

reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to 

and including termination of employment. 
 
6.5 Personal Use of Telephone and Mail 
 
Employees will be required to reimburse Snow Pond Arts Academy for any charges resulting 

from their personal use of the telephone. Personal use of the telephone should be kept to a 
minimum. The use of Snow Pond Arts Academy paid postage for personal correspondence is not 
permitted. 
 
SECTION 7. HEALTH AND SAFETY 
 
7.1 Injury and Illness Prevention Program 
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SPAA is committed to providing and maintaining a healthy and safe work environment for all 

employees. Accordingly, SPAA has instituted the following Injury and Illness Prevention 

Program designed to protect the health and safety of all personnel. Employees may be subject to 

discipline for engaging in any unsafe or unhealthy work practice or for violating established 

safety rules. All employees are required to report immediately to their supervisor any potential 

health or safety hazards, and all injuries or accidents. 
 
First aid supplies are located in the reception areas and in the Head of School's office. The 

location of the nearest doctor and/or medical facility is posted in the employee work room and in 

the galley. 
 
It takes the effort of all employees to maximize the effectiveness of SPAA's health, safety and 

security efforts. This Injury and Illness Prevention Program ("Program") is designed to 

summarize and clarify the steps necessary to maintain and improve the health, safety and 

security of our working environment. Every employee is required to follow this Program, and to 

exercise care and common sense in achieving the goals of this Program. 
Program Administration: The Head of School or designee is in charge of oversight and 

implementation of the entire Program. The ability of the Program to succeed depends on the 

assistance given by all employees. The Head of School may assign certain duties to others in 

SPAA under the Program, and all employees are expected to cooperate fully. 
Compliance: All employees must abide by this Program and SPAA's general health, safety and 

security policies. No employee is exempt. Any violation of this Program, or of any health, safety 

and security policies or procedures, can result in discipline up to and including termination at the 

discretion of SPAA. Discipline can be imposed whether the violation is intentional or negligent. 

Evaluation of the performance of employees may include the efforts made by employees to 

comply with the Program, and efforts to enhance health, safety and security in the workplace. 
Communications: SPAA will notify employees of health, safety and security issues as they 

arise, and on a regular basis through methods such as memoranda, posting of notices, safety and 

security meetings, safety and security policies in the employee handbooks, safety and security 

training programs, and general employee meetings. SPAA encourages employees to direct any 

questions they may have about the Program or health, safety or security issues to the Head of 

School or other manager. If an employee is aware of a workplace hazard or other unsafe, 

unhealthy or insecure condition at work, the employee must immediately inform the employee's 

supervisor or the Head of School. Any supervisor receiving such information must immediately 

advise the Head of School or other manager in his absence of the information received, whether 

considered minor or serious. 
 
SPAA will not discipline, terminate or retaliate against any employee for bringing a hazardous, 

unhealthy, unsafe, or insecure condition to the attention of the Head of School or other 

management. Employees are free to anonymously report hazards to the Head of School by not 

identifying themselves in written contact. 
Identification of Hazards: SPAA will identify and evaluate health, safety and security hazards in 

the workplace in several ways. First, upon implementation of the Program, the Head of School 

will arrange for a comprehensive inspection of the workplace, with documentation of all 

unhealthy, unsafe, or insecure conditions or practices. Second, periodic inspections will occur. 

Third, "surprise" inspections will be conducted from time to time, as determined by the Head of 
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School. Fourth, the Head of School will coordinate an inspection of any new substance, process, 

procedure or equipment introduced into the workplace which may create a health, safety or 

security hazard. Fifth, an inspection will occur whenever SPAA is made aware of a new or 

previously unrecognized health, safety or security hazard. All inspections will include 

documentation of the persons making the inspections, areas and procedures inspected, any 

unhealthy or unsafe conditions or practices identified, and the action taken or proposed action to 

remedy any unsatisfactory conditions or practices. 
 
Additionally, inspections for workplace security hazards will include assessment of how well our 

anti-violence policy has been communicated to employees and managers, how well our 

managers and employees communicate with each other, the knowledge of our employees 

regarding warning signs of potential workplace violence, access to and freedom of movement 

within the workplace by non-employees, and any reports of threats of physical or verbal abuse by 

employees, managers, or customers. 
Investigation of Injuries and Illness: Whenever the Head of School is made aware of a work-

related accident, injury, illness, or security hazard, it will be investigated promptly. 
Written documentation of the investigation will be maintained showing who conducted the 

investigation, when it occurred, what persons were involved with the incident, how the incident 

occurred, what changes, if any, are recommended to avoid similar incidents in the future, and 

whether changes in the Program inspection procedures are necessary to better anticipate the 

potential for such incidents to occur. 
Correcting Hazardous Conditions: Whenever an unhealthy, unsafe or insecure condition or 

procedure is discovered and brought to SPAA's attention, appropriate corrective action will be 

taken. The severity of the health, safety or security hazard will be considered in determining 

when and how corrective action will occur. In cases where a hazard creates a risk of imminent 

harm that cannot be made safe immediately without endangering persons or property, SPAA will 

remove all exposed personnel from the hazardous area except those necessary to correct the 

hazard. Any employees assigned to correct a hazard will first be supplied with any necessary 

safety equipment or support to enable them to safely correct the hazard. Documentation will be 

maintained for all hazardous health, safety and security conditions, describing the condition, 

when it was identified, how it was corrected, who corrected it, when it was corrected, and what 

steps will be taken to avoid future problems. 
Training and Instruction: An important part of the Program is the training of all employees in 

health, safety and security awareness. SPAA will provide training to all employees on any 

specific hazards they may face in their job positions, on general health, safety and security 

issues, and on first-aid procedures and CPR. Training will be provided at various times: a) when 

an employee receives a new job assignment involving conditions or procedures for which the 

employee has not received health, safety or security training; b) when new substances, processes, 

procedures or equipment are introduced into the workplace which constitute a new health, safety 

or security hazard; and c) when SPAA is made aware of a new or previously unknown health, 
safety or security hazard . Supervisors will also receive training in health, safety, and security 

hazards that face the employees under their supervision and control. Training and instruction 

regarding health, safety and security hazards will include the following: a) an explanation of the 

Program and procedures for reporting health, safety and security hazards, including reporting of 

violent acts or threats of violence; b) recognition of workplace security hazards; c) measures to 

prevent workplace health, safety, and security hazards; and d) methods for preventing and 
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addressing workplace violence, such as measures to summons others for assistance, employee 

routes of escape, notification of law enforcement authorities, and provision of emergency and 
post trauma care and counseling. SPAA will maintain documentation of the training provided 

under this Program, including the persons involved, dates of training, and type of training. 
 
7.2 Security 
 
To provide for the safety and security of employees, students and the facilities at Snow Pond 

Arts Academy, only authorized visitors are allowed in the workplace. Restricting unauthorized 

visitors helps maintain safety standards, protects against theft, ensures security of equipment, 

protects confidential information, safeguards employee welfare, and avoids potential distractions 

and disturbances. 
 
All visitors must enter Snow Pond Arts Academy at the main entrance. Authorized visitors will 
receive directions or be escorted to their destination. Employees are responsible for the 
conduct and safety of their visitors. If an unauthorized individual is observed on Snow Pond Arts 

Academy's premises, employees should immediately notify their supervisor or, if necessary, 

direct the individual to the main entrance. 
 
7.3 Individual Emergencies 
 
In the case of an individual life-threatening emergency, call 911 immediately. Then call 
the reception desk and provide them with the following information: 
§ Nature of the emergency (for example: chest pain, shortness of breath, seizure). 
§ Location of emergency (building and room). 
§ Phone number where you can be reached. 
The receptionist will arrange to meet emergency responders at the main entrance and guide them 

to the scene of the emergency. If the call to the reception desk is not made, it will take 

emergency personnel additional time to find the emergency location. 
 
7.4 Fire and Earthquake Drills 
 
Written fire and earthquake drill procedures will be distributed to faculty and staff at the 

beginning of each school year and upon any change in the emergency response plan. Fire drills 

will be scheduled at the beginning of each academic year and employees will be notified of dates 

and times of drills. All employees are asked to cooperate with the drills and follow proper drill 

procedures. 
 
 
7.5 How to Report a Crime 
 
If a crime or other emergency should occur on campus, the individuals affected or 
having knowledge of the crime should report it immediately to the Head of School, or other 

management staff. 
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7.6 Bloodborne Pathogens Standard 
 
In March 1992, the Occupational Health and Safety Administration (OSHA) passed the 

Bloodborne Pathogens Training and Hepatitis B Standard which requires that information and 

training regarding the potential exposure risk to blood or body fluids in the workplace be 

provided to employees. All employees who have a potential exposure risk to blood or body fluids 

must satisfactorily complete SPAA's Bloodborne Pathogens training when hired and an annual 

training session for each subsequent year of employment. Employees will be trained on how to 

protect themselves from bloodborne viruses and on SPAA's Exposure Control Plan. In addition, 

all employees who have the potential exposure risk to blood and body fluids will be offered the 

Hepatitis B immunization at no cost. Employees who choose not to receive the immunization 

must sign a waiver. 
 
Proper cleaning and disinfection procedures are required when removing and handling blood and 

other body fluids. All spilled blood and body fluids are to be treated as contaminated and 

potentially harmful to health. Employees from above areas have been trained to respond and 

ensure that proper cleanup procedures are followed. In the event of a spill of biohazardous 

materials, employees should immediately notify the Head of School. 
 
7.7 Right-to-Know Hazard Communication Program 
 
In November 1983 the Occupational Safety and Health Administration (OSHA) published the 

Hazard Communication Standard (HCS). The purpose of the HCS is to ensure that hazardous 

chemicals produced and imported by chemical manufacturers/ importers are evaluated and that 

information regarding potential chemical hazards is transmitted to employers and employees. 
Employees have an inherent "right-to-know" about the characteristics and risks associated with 

chemicals in the workplace. All employees who have a potential exposure to hazardous 

chemicals must satisfactorily complete SPAA's "Right-to-Know" hazard Communication 

Program training when hired and an annual training session for each subsequent year of 

employment. This information provides employees with data to make better decisions when 

working with these substances. 
In the event of a spill of hazardous chemicals or other materials, employees should immediately 

notify the Head of School. The staff member discovering the spill should clear the area of 

students and visitors. First aid should be given to anyone injured . Staff should notify the areas 

listed above if there is any question to the degree of hazard, proper methods of cleanup or proper 

disposal procedures. Staff making the call for assistance should make every effort to inform the 

person they contact as to the degree of hazard associated with the spill. If there is any potential 

danger to personnel entering the spill area, this should be communicated. When applicable, 

instructions will be given to staff responsible for the spill area on proper cleanup and disposal 

procedures. 
 
7.8 School Closings 
 
At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt 

school operations. In extreme cases, these circumstances may require the closing of the school. 

When operations are officially closed due to emergency conditions, the time off from scheduled 
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work will be paid. If an emergency closing has not been authorized, employees who fail to report 

for work will not be paid for the time off. Employees may request available paid leave time such 

as unused vacation benefits. Employees in essential operations may be asked to work on a day  
when operations are officially closed. In these circumstances, employees who work will receive 

regular pay. 
 
7.9 Solicitation and Postings on School Bulletin Boards 
 
Employees may distribute or circulate non-School written materials only during their 

nonworking time before or after work. Solicitation or distribution in any way connected with the 

sale of any goods or services for profit is strictly prohibited anywhere on School property at any 

time. Similarly, solicitation or distribution of literature for any purpose by non-employees is 

strictly prohibited on SPAA's property at any time. 
 
SECTION 8: ACKNOWLEDGEMENT 
 
 
PLEASE READ THE EMPLOYEE HANDBOOK AND FILL OUT AND RETURN THIS 
PORTION TO THE HEAD OF SCHOOL WITHIN ONE WEEK OF 
RECEIPT. 
 
Employee Name: 

_____________________________________________________________________________ 
 
I acknowledge that I have received a copy of SPAA's Employee Handbook. I understand that I 

am responsible for reading the Handbook and for knowing and complying with the policies set 

forth in the Handbook during my employment with SPAA. I further understand, however, that 

the policies contained in the Handbook are guidelines only and are not intended to create any 

contractual rights or obligations, express or implied. I also understand that SPAA has the right to 

amend, interpret, modify, or withdraw any of the provisions of the Handbook at any time in its 

sole discretion, with or without notice. Furthermore, I understand that, because SA cannot 

anticipate every issue that may arise during my employment, if I have any questions regarding 

any of SPAA's policies or procedures, I should consult the Head of School. 
 
I understand and agree that the terms of this Acknowledgment may not be modified or 

superseded except by a written agreement signed by me and the Head of School, that no other 

employee or representative of SPAA has the authority to enter into any such agreement, and that 

any agreement to employ me for any specified period of time or that is otherwise inconsistent 

with the terms of this Acknowledgment will be unenforceable unless in writing and signed by me 

and the Head of School. I further understand and agree that if the terms of this Acknowledgment 

are inconsistent with any policy or practice of SPAA now or in the future, the terms of this 

Acknowledgment shall control. Finally, I understand and agree that this Acknowledgment 

contains a full and complete statement of the agreements and understandings that it recites, that 

no one has made any promises or commitments to me contrary to the foregoing , and that this 
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Acknowledgment supersedes all previous agreements, whether written or oral, express or 

implied, relating to the subjects covered in this Acknowledgment. 
 
Date: 
 
Signed: 
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B.4 Pre-Opening Plan 
 

● Pre-Opening Plan 
 
The Snow Pond Arts Academy Pre-Opening Plan can be found on Tab 19 titled Pre-Opening 
Plan.   
  
Key tasks included in the Pre-Opening Plan include: 

‒ Monitor enrollments and notify SAUs of those enrollments 
‒ Interview and hire staff 
‒ Set up payroll and benefits procedures and implement as staff is hired 
‒ Pre‐opening professional development 
‒ Finalize transportation, food, and other shared service contracts 
‒ Issue contracts and complete paperwork for employment or contracted services 
‒ Order furniture and furnish the classrooms 
‒ Order educational supplies 
‒ Order technological equipment 
‒ Install computer network 
‒ Develop and refine instructional design and staff development 

  
The Head of School will monitor enrollment along with the Admissions/Student Services 
Director and the notification of SAUs regarding enrollment numbers. He/she will work with 
Snow Pond Center for the Arts to monitor progress of renovations, conduct interviews, and 
issue contracts. He/she will be responsible for overseeing technology purchases and ordering. 
He/she will supervise the computer network installation and equipping of classrooms with 
necessary technology.  He/she will be responsible for pre‐opening professional development 
and overseeing curriculum development. He/she will conduct interviews, order and furnish the 
classrooms, and order educational supplies. 
  
Teachers are responsible to finalize curriculum with the Head of School and the Department 
Heads and provide them with lists of requested materials. 
  
Anticipated Resource Needs:   

○ Tables 
○ Chairs 
○ Desks 
○ Laptops 
○ LCD projectors 
○ Smart boards 
○ Desktop computers 
○ Office supplies 
○ Printers 
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○ Books or Music 
○ School Supplies 
○ Music supplies 
○ Theater Arts supplies 

 
● Tab 19.  Pre-Opening Plan 
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Maine Charter School Commission 

Required Elements Pre-Opening Plan   
TAB 19. 

 
School Name:  Snow Pond Arts Academy 
                                                       (Approved 1-8-13   Updated 4-23-14)   Approved 5-6-14 

Contract 

Dimension 

Task Element Responsible Party Required 

Completion Date 

 

Date Complete 

Governance Board Recruitment Founders In application   

  Articles of 

Incorporation and 

Nonprofit filings 

Founders and 

Governing Board 

In application   

  By-laws Founders and 

Governing Board 

In application   

  Organizational 

Chart 

Founders and 

Governing Board 

In application   

  Organizational 

Policies and 

Procedures 

Founders and 

Governing Board 

In application   

  Staff Handbook Governing Board 

Executive Director 

In application  8/24/2015 

Enrollment Enrollment Policy 

and Enrollment 

Plan 

Governing Board In application   

  Required min/max 

enrollments 

Governing Board On contract date 

  

  

  Application process 

for admission 

Governing Board/ 

Executive Director 

In application   
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Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Enrollment 

continued: 

Assessment of 

student interest 

Executive 

Director 

/Director of 

Admissions 

 

Ongoing   

  Admissions and 

Lottery 

procedures 

Executive 

Director 

/Director of 

Admissions 

 

In application 

  

  

  Admissions 

Notification 

and/or Lottery 

Deadline 

 

Executive 

Director / 

Director of 

Admissions 

Prior to April 1st of school 

year 

  

  

  Admissions 

Acceptance 

Decisions 

Executive 

Director / 

Director of 

Admissions 

 

Prior to April 1st of the 

school year 
  

  File Pre-

enrollment 

Report to SAU’s 

 

Executive 

Director 

April 1 of the school year   

Staff Recruitment 

and Hiring 

Recruitment 

Procedures for 

Principal and Key 

Admin. (Chief 

Finance Officer, 

Special Services 

Director, others) 

 

 

Governing 

Board / 

Executive 

Director 

In application   
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Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Staff Recruitment 

and Hiring  

continued: 

Hiring of Principal 

and Key Admin. 

(CFO, S.S. 

Director, others) 

  

Governing 

Board/ 

Executive 

Director 

  

On contract date   

  

  

Professional 

Instructional 

Staff (FT and PT 

Regular Teachers, 

Special Ed., ELL 

Teachers); 

background 

checks completed 

 

Executive 

Director / Head 

of School 

30 days prior to start of 

school year 
  

  Paraprofessionals Executive 

Director / Head 

of School 

 

20 days prior to start of 

school year 
  

  Clerical Staff Executive 

Director / Head 

of School 

 

20 days prior to start of 

school year 
  

  Substitute 

Teachers 

Executive 

Director / Head 

of School 

 

At start of school year   

  Initial 

Professional 

Development and 

 Staff Orientation 

  

Executive 

Director / Head 

of School 

5 days prior to start of 

school year 
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Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Facilities and 

Safety 

Signed lease for 

all space as listed 

in application 

Governing 

Board/ 

Executive 

Director 

On contract date   

  All required 

renovations to 

meet approved 

school 

inspections 

Governing 

Board / 

Executive 

Director 

90 days prior to start of 

school year 
  

  Certificate of 

Occupancy 

Executive 

Director / Head 

of School 

60 days prior to start of 

school year 
  

  Fire and Asbestos 

Inspections,  

Lead-paint 

Assessment 

Executive 

Director / Head 

of School 

60 days prior to start of 

school year 
  

  Insurance Policies 

in place 

Executive 

Director / Head 

of School 

10 days after contract 

date 
  

  Utilities (water 

and air quality, 

plumbing, 

electricity) 

 

Executive 

Director / Head 

of School 

60 days prior to start of 

school year 

  

  

  Capital 

Equipment and 

Installation 

Executive 

Director / Head 

of School 

 

30 days prior to start of 

school year 
  

  Office and 

Classroom 

Equipment and 

Executive 

Director / Head 

of School 

20 days prior to start of 

school year 
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Installations 

 

Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Facilities and 

Safety 

continued: 

Emergency 

Contact Sheet 

and Safety Plan 

Executive 

Director / Head 

of School 

15 days prior to start of 

school year 
  

Student Learning School Calendar 

and Student 

Schedule 

Executive 

Director / Head 

of School 

On contract date   

  Code of Conduct Executive 

Director / Head 

of School 

On contract date   

  Special Services 

and Special 

Education Policy 

Executive 

Director / Head 

of School 

/Special 

Services 

Coordinator 

In application 

  

  

  DOE has 

reviewed 

the Special  

Student 

Population 

section of the 

Application: 

“Name of 

Applicant’s 

application 

contains all 

required 

elements.” 

Dept. of 

Education 

Special 

Education 

Department 

Submitted with 

Rubric by DOE SPED. 

  

  

  If applicable, 

Title 1 plan 

approved by 

DOE. 

Executive 

Director 

/Head of 

School 

30 days prior to start of 

school year 
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 ELL plan 

approved by 

DOE. 

/Special 

Services 

Coordinator 

Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Student Learning  

continued 

Qualification of 

Staff Certification 

of School 

Personnel 
List of all SPED Staff to 

include S.S. Numbers 

and applicable 

licensure. 

Executive 

Director 

/Head of 

School 

/Special 

Services 

Coordinator 

Submit to ME Dept. of Ed 

Special Education 

  

30 days prior to start of 

school 

  

  Adequacy of 

Special Education 

Services: 
Grid of special 

education service 

time provided to all 

students enrolled. 

This includes specially 

designed instruction, 

consultation, all 

related services, 

provider license or 

certification number 

and amount of time 

for each service and 

provider. 

Executive 

Director 

/Head of 

School 

/Special 

Services 

Coordinator 

Submit to ME Dept. of Ed 

Special Education 

  

14 days prior to start of 

school 

  

Finance and 

Financial Services 

Operating Budget 

final pre-opening 

revisions 

Governing 

Board / Exec. 

Director 

45 days prior to school 

opening 
  

  Cash-flow 

Projections 

Executive 

Director/CFO 

On approval of application   

  Fiscal Policies & 

Procedures 

Manual 

Executive 

Director /CFO 

In application   

  Financial 

accounting 

Governing 

Board / Exec. 

On signing of contract   
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system 

compatible with 

MEDMS 

Director 

Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Finance and 

Financial Services 

continued 

Grants / 

Entitlements 

(State and 

Federal) 

  

Executive 

Director /CFO 

/Director of 

Dev. 

Ongoing   

  Other Grants Executive 

Director / CFO 

/Director of 

Dev. 

 

Ongoing   

  Misc. Funds / 

Fundraising Plan 

Executive 

Director /CFO 

/Director of 

Dev. 

  

Ongoing   

  

  

  

Audit Timeline Governing 

Board / 

Executive 

Director 

 

On signing of contract   

Technology Hardware 

installed and set-

up 

 

Director of IT 30 days before opening of 

school 
  

  Software 

installed and set-

up 

 

Director of IT 20 days before opening of 

school 
  

  Student/Staff IT 

Policy and 

Executive 

Director 

On signing contract   
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Procedures in 

place 

 

 

/Director of IT   

  

Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Curriculum and 

Instruction 

Curriculum Plan Executive 

Director / Head 

of School 

 

In application   

  Instructional 

Materials 

purchasing plan 

 

Executive 

Director / Head 

of School 

On signing contract   

  Classroom 

assignments and 

set-up 

 

Executive 

Director / Head 

of School 

15 days before opening of 

school 
  

Student Services, 

Records and 

Reporting System 

Attendance, 

Student 

Retention 

Records System 

  

Executive 

Director / Head 

of School 

On signing contract   

  Academic 

Performance 

Information 

Executive 

Director / Head 

of School 

  

On signing contract   

  Student 

information 

system 

compatible with 

MEDMS 

 

Executive 

Director / Head 

of School 

On signing contract   

  Student academic Executive On signing contract   
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assessment and 

reporting plan 

compatible with 

MEDMS 

 

Director / Head 

of School 

Contract 

Dimension 

Task Element Responsible 

Party 

Required Completion Date Date 

Complete 

Student Services, 

Records and 

Reporting System  

continued 

Transportation 

Plan and Contract 

Executive 

Director / Head 

of School 

60 days prior to school 

opening 
  

  Nutrition/Food 

Service Plan and  

Contract 

  

Executive 

Director / Head 

of School 

60 days prior to school 

opening 
  

  Health and 

Wellness Plan 

Executive 

Director 

/Head of 

School 

On signing contract   

Staff Information 

and Records 

System 

Employment 

Policies, including 

performance 

evaluation 

criteria and 

procedures for 

professional and 

support staff, 

compatible with 

MEDMS 

Governing 

Board / 

Executive 

Director 

On signing contract   

  Professional 

Development 

Plan 

Head of School On signing contract   

      Address: P/CSC/RFP TABS 

– EXHIBITS A-E 
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B.5 Management and Operation  
 

● Organizational Structure 
 
Narrative description:  SPAA will be closely aligned and benefit from the existing facilities, 
infrastructure (people, technology, music, instruments, etc.), and brand of the New England 
Music Camp Association DBA as Snow Pond Center for the Arts. To leverage what already exists 
the attached organizational structure has been created. Snow Pond Center for the Arts and its’ 
Board of Directors will continue to run (and likely expand) all of their existing programs. 
Likewise, SPAA and its’ Board of Directors will independently run and be accountable for the 
public charter school. Each will use the facilities, equipment, and other assets as governed by a 
Shared Service Agreement. The Shared Service Agreement will be developed primarily by the 
Oversight Committee, consisting of 3 members of each organization and an independent 
person. The initial Oversight Committee would be made of John Wiggin – President of NEMC 
Association, Kim Wiggin – Director, New England Music Camp, Dennis Ritz – NEMC Board, the 
Head of School, 2 SPAA Board Members, and Rich Abramson as the Chair of the Committee. 
The goal of the shared service agreement is for each party to realize expense and efficiency 
gains for each and every service. Should that not occur for any service, each organization is free 
to take on that service independently of the other. 
  
It is anticipated that there will be quite a bit of overlap in staffing, especially related to the Arts 
education components. Teachers are likely to have students in both the Community Music 
School and the public charter. Likewise, there will quite a bit of overlap of technology, 
communications, and fundraising. 
  
Staffing specific to Snow Pond Academy is discussed elsewhere within this application 
document. 
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This chart can also be found in Tab 20.  
 
These key staffing positions and descriptions can also be found in Tab 21.   
 
 

● Partnerships and Contractual Relationships 
 
As previously stated, building partnerships with local arts organizations/businesses and 
educational institutions such as universities and centers is central to our mission and vision.  
Snow Pond Arts Academy anticipates utilizing the following partnerships: 

● University of Maine at Augusta for sharing of adjunct and regular faculty; sharing of 
facilities and technology resources; sharing performance spaces and students; early 
college classes 

● Thomas College for sharing of adjunct faculty; sharing of facilities; student internships; 
sharing students; college access; early college classes 

● Colby College (we are in the process of talking with Colby about the Waterville Creates 
Initiative as well as sharing of adjunct and regular faculty) 

● Kennebec Valley Community College for the Community Music School and Outreach 
Programs being able to augment KVCC programming 
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● Maine Virtual Academy for expanding the "arts" initiatives and availability in 
partnership with Snow Pond Arts Academy and Snow Pond Community Music School 

● Day One for the provision of substance abuse and mental health services 
● Snow Pond Community Music School for sharing of classes, faculty, performance 

spaces, and support services with Snow Pond Arts Academy 
● Maine General Health for outpatient services such as physical and occupational 

therapy, speech therapy, and health services/consultation for students enrolled at Snow 
Pond Arts Academy 

● The Instrument Exchange for providing the free use of gently used or newly renovated 
musical instruments for eligible students. 

  
As SPAA is committed to ensuring all the needs of students are met, we will form contractual 
relationships with any outside services our students require as needed. These contractual 
relationships will include but not be limited to speech therapists, child psychologists, and 
occupational therapists. In addition, in the future we will be looking to foster contractual 
relationships with local professionals in arts‐related fields who will be able to introduce our 
students to different aspects of arts business. 
 
 

● Key Management and Administrators  
 

1. Instructional leadership:  Head of School, Director of Admissions and Student Services, 
Director of Arts, Director of Academics, Director of Academic Support (supervises 
Special Education, Educational Technicians, Response to Intervention), Technology 
Director 

2. Curriculum development and implementation:  Classroom teachers with the assistance 
of Head  of School, Department Directors, Technology Director, Director of Academic 
Support 

3. Personnel decisions:  Head of School with Department Directors regarding teachers 
4. Budgeting and financial management:  Head of School and Finance Dept. 
5. Facilities management:  Head of School, Technology Director, NEMC 
6. Legal compliance:  Head of School, Admissions and Student Services 
7. Special staffing needs:  Head of School 

  
Full Job Descriptions can be found in Tab 21.   
  
 

● School Leadership 
 
School Leadership will be directly served by the “Head of School” position.   The Head of School 
is responsible to assure and maintain the mission, purpose, philosophy, and standards, as 
established by the Board of Directors of Snow Pond Arts Academy (SPAA).  This position is 
contracted by and responsible to the Board of Directors.  The Head of School will supervise an 
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Administrative team that includes the Academic and Arts Department Heads, Academic 
Support, and Administrative Assistants. This position requires a Master’s Degree, preferably in 
education and a minimum of five years experience as a classroom teacher as well as significant 
leadership experience. 
  
Rich Abramson has agreed to be the interim Head of School until a permanent head is hired. A 
potential very qualified candidate has been identified and we expect that there may be others 
who would have an interest. The Board will address the Leadership at their next Board meeting. 
  
Below is the Head of School position description (also see Tab 21). 
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Snow Pond Arts Academy Head of School 
 
The Head of School is responsible to assure and maintain the mission, purpose, philosophy, and 
standards, as established by the Board of Directors of Snow Pond Arts Academy (SPAA). 
Contracted by: Board of Directors 
Responsible to: Board of Directors 
Supervises: Administrative team including Director of Curriculum, and the Director of 
Music/Arts; Teachers, Administrative Assistants, Education Technicians 
Education: Minimum of a Master's degree, preferably in education. 
Experience: Minimum of five years experience as a classroom teacher. Minimum of three years 
experience as Secondary Principal or Head of School.   
 
Essential Duties and Responsibilities:  

1. Serves as a non-voting member of the Board of Directors. 
2.  Oversees all accounting functions including those necessary for auditing, budgeting and 

payroll in accordance with generally accepted accounting principles, board policies and 
procedures, and all other applicable rules and guidelines. 

3. Handles all aspects of human resource management for all employees including but not 
limited to hiring and termination, developing position descriptions, setting 
compensation, working with employees' supervisors and applying board-approved 
employee policies and benefits in accordance with federal and state requirements. 

4.  Regularly supervises all administrative staff and teaching faculty. 
5.  Interacts with governmental agencies, other organizations and corporations, other 

nonprofits and donors in regard to matters affecting SPAA. 
6. Is responsible for grants and contracts management including negotiating - agreement 

terms; coordinates with legal advisors to finalize agreement terms; monitors progress of 
agreements and maintains agreement documentation to ensure fulfillment of 
agreement terms including receipt and expenditure of funds. 

7. Assists in the development of current and long-term organizational goals and objectives 
as well as policies and procedures for SPAA operations. 

8. Approves all official school reports and documents bearing SPAA logo and/or letterhead 
and/or signed by SPAA employee or anyone acting as SPAA representatives (e.g. 
coaches, PTA members, etc.) 

9. Maintains compliance with federal, state, and board laws, policies, rules, and 
regulations regarding school administration. 

  
Professional Requirements:  

1. Ability to articulate the SPAA philosophy of education consistent with school mission 
2. Broad experience as a school administrator 
3. Understanding of concepts and ideas found in effective schools research. 
4. Understanding of effective instructional strategies for students of varied abilities. 
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5. Understanding of pertinent federal, state, and board laws, policies, rules, and 
regulations regarding school administration. 

6. Demonstrated organizational and management practice as applied to the analysis and 
evaluation of school programs, policies, and operational needs. 

7. Demonstrated ability to organize and administer personnel. 
8. Understanding of principles, practices, rules and regulations pertaining to student 

discipline. 239 A-144 
9. Demonstrated experience in supervision, training, and performance evaluation. 
10. Understanding of public relations programs and techniques related to school activities. 
11. Understanding of principles and practices of budget preparation and administration. 
12. Understanding of principles of management associated with maintaining the school's 

financial records. 
  
The Head of School shall have the ability to: 

1. Apply the principles of conflict resolution to resolve interpersonal problems that arise 
with common sense and interpersonal skill. 

2. Demonstrate effective oral and written communication 
3. Develop leadership among the staff. 
4. Develop a strong stakeholder orientation in all school staff. 
5. Analyze problems, identify alternative solutions, project consequences of proposed 

actions, and implement recommendations in support of goals. 
6. Administrate the principal's leadership of the entire school community through 

collection and analysis of the school's performance data and subsequent development 
of a school plan designed to address the identified needs. 

7. Direct and supervise administrators in performing required functions. 
8. Supervise the management of the school's educational and extracurricular programs, 

activities, and operations. 
9. Supervise the planning and implementation an effective student discipline program. 
10. Supervise the preparation of the annual school budget. 

  
Performance Responsibilities 
Faculty and Staff: 

1. Develops the annual teaching assignments. 
2. Works with the Executive Director to revise Employee Handbook. 
3.  Plans and administers teacher and staff orientation with the Director of Curriculum, and 

the Director of Music/Arts 
4. Administers teacher professional development days with the Director of Curriculum, 

and the Director of Music/Arts 
5. Supervision and evaluation of all teachers and education technicians. 

  
Academics: 

1. Designs and implements the academic program in collaboration with Director of 
Curriculum, and the Director of Music/Arts   
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2. Recommends to Board changes or additions to the school's policies and procedure 
3. Maintains accurate school records in the Student Information System (SIS). 
4. Confers with parents, faculty, staff members, and any others as necessary regarding 

student progress. 
5. Oversees the determination of student awards and honors. 240 A-145 
6. Supervises large school-wide assessments (NWEA, PSA T & SAT) 
7. Uses data where appropriate to target students, faculty or areas of curriculum in need 

of improvement. 
  
Parents: 

1. Plans events for parent-school dialogue including open house and parent/teacher 
conferences. 

2.  Responsible for school response to parental concerns. 
3. Conducts constructive parent conferences and meetings as needed. 

  
Discipline and Safety: 

1. Directs teachers in the execution of their responsibilities. 
2. Revises all Handbooks and school emergency plans and submits them to the SPAA Board 

for approval. 
3. Supervises the school disciplinary program in keeping with school policies. 
4. Confers with parents, faculty, staff members, and any others as necessary regarding 

student discipline. 
5. Approves students to be put on probation, suspension or expelled. 
6. Creates and maintains a safe environment in the school. 
7. Schedules and conducts regular fire drills to comply with state law. 

  
Finances: 

1. Oversees spending to ensure it aligns with budget. 
2. Works with the school's administrative team in the preparation of the annual school 

budget.  
3. Non-Academic Supervision and Administration 
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● Tab 20.  Organizational Chart (that shows the staffing structure and reporting 

responsibilities for the board, administration and staff) 
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● Tab 21.  Key Position Descriptions and Resumes (including critical skills or 

experience of every employee that will be hired based on the organizational 
chart—can be general for core teachers.  Qualifications for hiring should provide 
assurance that fingerprinting and background checks will be conducted in 
accordance with the law.  Resumes should be included for key staff) 
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Snow Pond Arts Academy Head of School 
 
The Head of School is responsible to assure and maintain the mission, purpose, philosophy, and 
standards, as established by the Board of Directors of Snow Pond Arts Academy (SPAA). 
Contracted by: Board of Directors 
Responsible to: Board of Directors 
Supervises: Administrative team including Director of Curriculum, and the Director of 
Music/Arts; Teachers, Administrative Assistants, Education Technicians 
Education: Minimum of a Master's degree, preferably in education. 
Experience: Minimum of five years experience as a classroom teacher. Minimum of three years 
experience as Secondary Principal or Head of School.   
 
Essential Duties and Responsibilities:  

10. Serves as a non-voting member of the Board of Directors. 
11.  Oversees all accounting functions including those necessary for auditing, budgeting and 

payroll in accordance with generally accepted accounting principles, board policies and 
procedures, and all other applicable rules and guidelines. 

12. Handles all aspects of human resource management for all employees including but not 
limited to hiring and termination, developing position descriptions, setting 
compensation, working with employees' supervisors and applying board-approved 
employee policies and benefits in accordance with federal and state requirements. 

13.  Regularly supervises all administrative staff and teaching faculty. 
14.  Interacts with governmental agencies, other organizations and corporations, other 

nonprofits and donors in regard to matters affecting SPAA. 
15. Is responsible for grants and contracts management including negotiating - agreement 

terms; coordinates with legal advisors to finalize agreement terms; monitors progress of 
agreements and maintains agreement documentation to ensure fulfillment of 
agreement terms including receipt and expenditure of funds. 

16. Assists in the development of current and long-term organizational goals and objectives 
as well as policies and procedures for SPAA operations. 

17. Approves all official school reports and documents bearing SPAA logo and/or letterhead 
and/or signed by SPAA employee or anyone acting as SPAA representatives (e.g. 
coaches, PTA members, etc.) 

18. Maintains compliance with federal, state, and board laws, policies, rules, and 
regulations regarding school administration. 

  
Professional Requirements:  

13. Ability to articulate the SPAA philosophy of education consistent with school mission 
14. Broad experience as a school administrator 
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15. Understanding of concepts and ideas found in effective schools research. 
16. Understanding of effective instructional strategies for students of varied abilities. 
17. Understanding of pertinent federal, state, and board laws, policies, rules, and 

regulations regarding school administration. 
18. Demonstrated organizational and management practice as applied to the analysis and 

evaluation of school programs, policies, and operational needs. 
19. Demonstrated ability to organize and administer personnel. 
20. Understanding of principles, practices, rules and regulations pertaining to student 

discipline. 239 A-144 
21. Demonstrated experience in supervision, training, and performance evaluation. 
22. Understanding of public relations programs and techniques related to school activities. 
23. Understanding of principles and practices of budget preparation and administration. 
24. Understanding of principles of management associated with maintaining the school's 

financial records. 
  
The Head of School shall have the ability to: 

11. Apply the principles of conflict resolution to resolve interpersonal problems that arise 
with common sense and interpersonal skill. 

12. Demonstrate effective oral and written communication 
13. Develop leadership among the staff. 
14. Develop a strong stakeholder orientation in all school staff. 
15. Analyze problems, identify alternative solutions, project consequences of proposed 

actions, and implement recommendations in support of goals. 
16. Administrate the principal's leadership of the entire school community through 

collection and analysis of the school's performance data and subsequent development 
of a school plan designed to address the identified needs. 

17. Direct and supervise administrators in performing required functions. 
18. Supervise the management of the school's educational and extracurricular programs, 

activities, and operations. 
19. Supervise the planning and implementation an effective student discipline program. 
20. Supervise the preparation of the annual school budget. 

  
Performance Responsibilities 
Faculty and Staff: 

6. Develops the annual teaching assignments. 
7. Works with the Executive Director to revise Employee Handbook. 
8.  Plans and administers teacher and staff orientation with the Director of Curriculum, and 

the Director of Music/Arts 
9. Administers teacher professional development days with the Director of Curriculum, 

and the Director of Music/Arts 
10. Supervision and evaluation of all teachers and education technicians. 

  
Academics: 
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8. Designs and implements the academic program in collaboration with Director of 
Curriculum, and the Director of Music/Arts   

9. Recommends to Board changes or additions to the school's policies and procedure 
10. Maintains accurate school records in the Student Information System (SIS). 
11. Confers with parents, faculty, staff members, and any others as necessary regarding 

student progress. 
12. Oversees the determination of student awards and honors. 240 A-145 
13. Supervises large school-wide assessments (NWEA, PSA T & SAT) 
14. Uses data where appropriate to target students, faculty or areas of curriculum in need 

of improvement. 
  
Parents: 

4. Plans events for parent-school dialogue including open house and parent/teacher 
conferences. 

5.  Responsible for school response to parental concerns. 
6. Conducts constructive parent conferences and meetings as needed. 

  
Discipline and Safety: 

8. Directs teachers in the execution of their responsibilities. 
9. Revises all Handbooks and school emergency plans and submits them to the SPAA Board 

for approval. 
10. Supervises the school disciplinary program in keeping with school policies. 
11. Confers with parents, faculty, staff members, and any others as necessary regarding 

student discipline. 
12. Approves students to be put on probation, suspension or expelled. 
13. Creates and maintains a safe environment in the school. 
14. Schedules and conducts regular fire drills to comply with state law. 

  
Finances: 

4. Oversees spending to ensure it aligns with budget. 
5. Works with the school's administrative team in the preparation of the annual school 

budget.  
6. Non-Academic Supervision and Administration 
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Music Teacher 

  
Job Summary: 
The Music Teacher is an experienced and innovative music and performing arts teacher who 
enjoys working with non-traditional learners in a hands-on, project based, learning 
environment. 
  
Duties and Responsibilities: 
_ Develop curriculum integrated with our all-school music and performing arts units. 
_ Helping to develop and implement student presentations and performances on their 
individual or group studies. 
_ Diagnosing, planning for and working with students who have a wide range of literacy deficits. 
_ Advise 5-7 students for their entire stay at SPAA. 
_ Participating in Arts and all-staff meetings to among other things focus in on particular 
students 
_ Work in a highly collaborative fashion with all other content area teachers so that learning 
objectives can be integrated into all aspects of our learning environment from the Arts to the 
Sciences. 
_ Develop, research, and use assessment tools that measure student academic growth in a 
method which is congruent with how they learn. 
_ Support students who are interested in increasing their scores on college related tests such as 
the SAT and the ACT. 
_ Share all duties with other staff such as lunch, break times, bringing in breakfast from the 
cafeteria. 
_ Employ restorative practices as part of the day to day working with student behavior. 
_ Schedule and facilitate student led conferences for advisees. 
_ Pull together quarterly progress reports for advisees. 
_ Contact advisees’ parents on a weekly basis to keep them updated on student progress in the 
program. 
_ Interest/enthusiasm for improving skills by attending professional development opportunities 
as appropriate. 
_ Reports all incidents of work related accident/illness within 24 hours; maintain a safe work 
environment; ensure that a safe environment is maintained in the workplace by adhering to all 
safety rules and requirements (Safety Policies) and report any safety hazards to immediate 
supervisor. 
_ Such other duties as may be assigned. 
_ Demonstrates awareness and sensitivity to the cultural and socioeconomic characteristics of 
the service population. 
  
Qualifications: 
• Experience working with students in a supervisory capacity 
• Certification in Music and/or Performing Arts, or an advanced degree in either 
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• Satisfactory reference, background and health checks 
• Must have a valid Maine driver’s license 
  
Salary/Benefits: 
Wage and benefit package as determined by the Board of Directors. 
  
Other Relevant Information: 
$100,000/$300,000 automobile liability insurance coverage if transporting students. 
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Gail B. Levinsky 
9 BEECH COURT •  SELINSGROVE, PA 17870   •  (H) 570-372-4266  (O) 570-372-4266   (MOBILE) 570-809-1283 

E-MAIL:  GBLEVINSKY@SUSQU.EDU 
  
 

UNIVERSITY TEACHING EXPERIENCE                                                  
  
         SUSQUEHANNA UNIVERSITY, SELINSGROVE, PA (tenured, May 2006) 
         Associate Professor of Music - August 2006-present. 
         Assistant Professor of Music - August 2000 – 2006. 
  
         MISSISSIPPI STATE UNIVERSITY, STARKVILLE, MS. (tenured, June 1999.) 
         Assistant Professor of Music  - August 1994 – May 2000. 
  
COURSES: 
         Applied Studies: 
              Saxophone, Saxophone Chamber Music, Instrumental Pedagogy 
Music Education: 

Woodwind Methods (I/II), Instrumental Methods, Student Teaching Observations 
Ensemble: 

Jazz Ensemble (2000-2006, Spring 2013-sabbatical replacement) 
University Central Curriculum: 

Core Perspectives, GO Short Program (Cross-cultural requirement) 
  

Additional Employment 
          
         SNOW POND MUSIC FESTIVAL PROGRAM COORDINATOR, 2011– present. 
Oversee all aspects of organizing multiple programs, marketing, website coordination.     
  
         FREDERICK L. HEMKE SAXOPHONE INSTITUTE, SIDNEY, ME. 
         Program Coordinator & Faculty - June 2013 – present. 
         Organize and oversee all aspects of daily activities. 
         Applied lessons, chamber music coaching.   
  
         NEW ENGLAND MUSIC CAMP, SIDNEY, ME. 
         Faculty Artist - June 1999 – present. 
         Teach applied lessons in saxophone and conduct the Jazz Band. 
  
         Applied Lesson Instructor, Grades 5-12. 
         Public School affiliations:                             
               •  New Lennox School District, New Lennox, IL, 1993-1994.             
               •  Park Ridge School District, Park Ridge, IL, 1992-1994.                   
               •  Plano School District, Plano, TX, 1990-1991. 
               •  Richardson School District, Richardson, TX, 1990-91.                      
               •  Garland School District, Garland, TX, 1980-87. 



 
 

Snow Pond Arts Academy Charter School Application / 331  

          
         NORTHWESTERN UNIVERSITY, EVANSTON, IL. 
               •  Lecturer, Woodwind Methods, 1992-1994.                          
               •  Instructor, Non-Major Private Lesson Program, 1991-93.                            
               •  Teaching Assistant, Integrated Arts Program, 1991-92. 
               •  Chamber Music Coach, 1991-92. 
  
  
         EVANSTON-IN-SCHOOL MUSIC PROGRAM, EVANSTON, IL 
         Executive Director – June 1992 - June 1994. 
Administrative responsibilities including day-to-day operation, reporting to Executive Board, 

selection of Guest Artists, and designing lesson plans for 10 elementary schools. 
  
                                                                                                                                              
EDUCATION                                                                                                               
  
NORTHWESTERN UNIVERSITY,  SCHOOL OF MUSIC, EVANSTON, IL 
1997 Doctor of Music in Saxophone Performance 
•  Major Document:  An Analysis and Comparison of Early Saxophone Methods Published 

Between 1846-1946. 
                                  
1990 Graduate Certificate in Performance       
  
         1989 Masters of Music in Music 
                     •  Major-Music Education / Saxophone Performance. 
  
BUTLER UNIVERSITY, JORDAN COLLEGE OF FINE ARTS, INDIANAPOLIS, IN. 

1980        Bachelor of Music in Music Education     
  
                                                                                                                                              
MEMBERSHIPS                                                                                                             
  
North American Saxophone Alliance, present. 
         College Music Society, present. 
National Association of College Wind & Percussion Instructors, past. 
Music Educators National Conference, present. 
         Pennsylvania Music Educators Association, present. 
  
                                                                                                                                              
HONORS                                                                                                                          
  
Who’s Who in America, 2005. 
         Kappa Delta Pi, Susquehanna University, 2002 
         Pi Kappa Lambda Honor Society, Northwestern University, 1990. 
         Eckstein Grant recipient, Northwestern University, 1988-1990 
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INVITED PERFPORMANCES & PRESENTATIONS                                               
  
A listing of Dr. Levinsky’s performances and presentations (international, national, regional, 

and local) can be furnished upon request. 
  

Dr. Levinsky is a clinician/artist for 
Selmer Paris & The Conn-Selmer Company, USA, and Vandoren/DANSR products 

  
 
COMMISSIONS, DEDICATIONS, & PREMIERES                                                                    
Dr. Levinsky has had numerous works commissioned, dedicated, and premiered to and by her. A 

comprehensive listing of these works can be furnished upon request. Below are five of her most 

recent: 
  
     Margaret--the "Bread Lady of New Orleans,” Bill Horne 
     • For flute, alto saxophone, and piano. Premiere, NASA Biennial, March 2016. 
  
     Sonata for Alto Saxophone & Piano 

• Matthew Quayle commissioned by and dedicated to Gail Levinsky. Premiere July 2015, 

World Saxophone Congress. 
  
Langston’s Lot, Part II (new title to be determined), Douglas McConnell 
For soprano voice, alto saxophone, and piano. Premiere in 2015 – 2016. 
  
Ragahoro Breakdown, Gregory Wanamaker. 
• Gregory Wanamaker Consortium participant. For B-flat Clarinet and E-flat Alto 

Saxophone. Performance to be completed in 2015. 
  
The Morning Begins With A Song, Douglas McConnell 
For Alto Saxophone & Organ. Premiere, October 2014. 
  

MASTER CLASSES, CLINICS, & COACHINGS                                                     
Dr. Levinsky has presented master classes and clinics at a national level since 1997. A complete 

listing is available upon request. Below are her upcoming engagements. 
  
University: 
         • University of Connecticut                                                  October 2015 
         • Buffalo State University                                                     October 2015 
         • Bridgewater State University                                             October 2015 
         • University of Maine-Orno                                                  September 2015 
         • Keene State University                                                       September 2015 
         • Belhaven University                                                           February 2015 
         • Mississippi State University                                               February 2015 
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High School: 
         • Falmouth High School, Maine                                       September 2015 
  
  
PUBLICATIONS                                                                                                                                           

           
• Teaching Saxophone. Teaching Woodwinds:  A Guide for Students and Teachers. Flagstaff, 

AZ: Mountain Peak Music, July 2014. 
  
• Krieger, Marcos and Levinsky, Gail.  Music for Saxophone & Organ: A descriptive Catalog. 

Lyceum Publications, January 2014 
  
•  Levinsky, Gail Beth, ed. Rosemary Lang’s Beginning Altissimo Studies, Ithaca, NY, Ensemble 

Publications, November 2009. 
  
•  Levinsky, Gail Beth. An analysis and comparison of early saxophone methods published 

between 1846-1946.  DM dissertation, UMI, Ann Arbor, MI, 1998. 
  
  
PUBLICATION FEATURES                                                                                          
  
•  Featured Artist, Saxophone Journal, Thomas Erdmann, Medford, MA, December 15, 2010. 
                                                                                                                                                                                            

  
CD RECORDINGS                                                                                                                       
  
Tipping Point, compact disc recording, Gail B. Levinsky, soloist.  
•  Works by Bahr, Engebretson, Burnette, Quayle, and Hayden, 2010. 
  
Saxophone & Other Voices, compact disc recording, Gail B. Levinsky, soloist. 
•  Works by Ferko, Larsen, Long, Muczynski, and McConnell, July 2002. 
  
CITATIONS                                                                                                                       
• Veirs, Russell. Adolf Busch and the Saxophone: A Historical Perspective on his Quintet, op. 

34. UCLA, 2013. 
  
• Nolan, Julia, Fostering Artistry and Pedagogy: Conversations with Artist-Teachers Frederick 

Hemke, Eugene Rousseau, and Donald Sinta. Ph.D Dissertation, University of British Columbia, 

2012. 
  
•  Londeix, Jean-Marie. Chroniques du Saxophone D’Adolphe Sax a Nos Jours, in process. 
  
•  Greenwood, Lynn. Louis Mayeur, his life and works for saxophone based on opera themes. 

D.M.A. University of British Columbia, 2005. 
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•  Howe, Robert S, “The Invention and Early Development of the Saxophone, 1840-1855,” The 

Journal of the American Musical Instrument Society, October 2003. Vol. 29, pp. 97-180. 
  
• Noyes, James R, Edward A. Lefebre (1835*-1911): Preeminent Saxophonist of the Nineteenth 

Century. NY, NY: The Manhattan School of Music, DMA, 2000. 
  
•  Lundegard, Anders Olof. Background and emergence of the Swedish saxophone concerto 

Lars-Erik Larsson, Op 14.  DM dissertation, Northwestern University, 1995. 
  
•  Murphy, Joseph. Early saxophone instruction in American educational institutions, DM 

dissertation, Northwestern University, 1994. 
  
GRANTS                                                                                                                             
Dr. Levinsky has received numerous grants from National, State, and University sources. A 

listing of these funded grants can be furnished upon request. Below are a few examples of her 

most recent: 
  
           National 

− College Music Society, Seed Money Grant to support Instrumental Methods 

Collaborative Chamber Music Program. $1000, funded. 

State 

−Mississippi Arts Commission, Mini-grant, 1999-2000, $2000.00, funded 

  
           University 

−Susquehanna faculty Research Grant, $3600, funded. Money funded was used to 

support a course release during the Fall 2011 semester to complete research on the 

Saxophone & Organ text. 

  
                                                                                                                                                                                            

  
SERVICE                                                                                                                            

  
Professional: 
  
North American Saxophone Alliance 
•  Region VII Director, 2004-present 
•  Treasurer, 2001-2002, elected office 
•  Secretary, 1995-2000, elected office 
•  Program Committee, Chair, NASA Biennial Conference, 2002. 
•  Classical Performance & Jazz Improvisation Competition, Chair, 1998/2000. 

  
            Susquehanna University 
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University Council, Fall 2013, elected. 
Susquehanna University Board Observer, Fall 2013, elected. 
  
Committee on Faculty Scholarship, 2011 – 2012, elected. 
The purpose of this committee is to review applications and allocate funding for 

University supported grants. 
  
Who’s Who Selection Committee, 2005 – present, appointed. 
Faculty representative to select Susquehanna graduating senior candidates for Who’s 

Who Amongst College Students. 
  
Planning Advisory Group 2008-2010,  - Presidential appointment. 
The role of the PAG is to facilitate campus discussions about strategic direction and 

priorities for the next 5 or 6 year on the SU campus. Group makeup all senior staff, 4 

faculty members. 
  

Work Force 24/7 Group, 2008-2010,  - Presidential appointment. 
The purpose of this working group is to review by analysis our peer institutions. The 

makeup for this committee is representative senior staff and faculty. 
 

University Conduct Board, 2004, - present, volunteer 
The University Conduct Board reviews cases in which the facts of an alleged violation 

are presented in an effort to determine if a violation(s) took place and what appropriate 

sanction(s) should be assigned. 
  

Faculty Salary & Compensation, 2005-2012, (Chair, 2011-2012), election. 
Responsibilities include: conducting an annual study of faculty compensation, through 

meetings with appropriate administrators, examination of external trends and 

comparisons, and surveys of the faculty; To prepare for Faculty a recommendation 

proposing faculty compensation for the next fiscal year; To report on the faculty 

compensation recommendation to the Administration, who then insures that this 

recommendation enters the process of budget preparation and approval by the Board 

of Trustees. 
  
School: 

-     Intercollegiate Athletic Advisory Committee, 2001-2010, 
   Chair, 2009-2010. 
-    Arts Events, 2002-2007 
-    Center for Teaching and Learning, 2001-2005. 

  
Department: 

•  Member of Faculty Search Committees for the following positions: 
-   Choral Music Education Search Committee, 2008/2012. 
- Director of Choral Activities, Search Committee, 2007/2011. 
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- Jazz Search Committee, Search Committee, 2005. 
- Director of Bands, Search Committee, 2004. 
-   Coordinator of Music Education, Search Committee, 2003/2012 

  
Other service of note: 
  

•  Snow Pond Arts Academy, Founder’s Council and Board of Trustees, 2015 – 
  
• Snow Pond Music Festival, College Program Coordinator, 2011-present. 

Organize and coordinate activities associate with three-week seminars geared to advanced 

undergraduate and graduate level musicians. 
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Educational Technician 

  
 
Job Summary: 
Education Technicians work with classroom teachers to provide individualized instruction to 
support academic and behavioral needs.  Supervision of education technicians shall be as 
required by Maine Department of Education Regulations Chapter 115. 
  
Duties and Responsibilities: 
q  Supervise small groups of students in the classroom under the direction of the teacher. 
q  Review and reinforce learning previously introduced by the classroom teacher or appropriate 
content specialist or assist in drill or practice activities. 
q  Perform non-instructional, non-evaluative functions. 
q  Assist in the preparation of instructional materials; and provide classroom management 
functions. 
q  Introduce new learning pre planned in collaboration with the classroom teacher or 
appropriate content specialist. 
q  Introduce new learning pre-planned in consultation with the classroom teacher or 
appropriate content specialist and supervise small groups of students in community-based 
programs. 
q  Interest/enthusiasm for improving skills by attending professional development opportunities 
as appropriate. 
q  Be able to perform passive physical restraints when necessary. 
q  Reports all incidents of work related accident/illness within 24 hours; maintain a safe work 
environment; ensure that a safe environment is maintained in the workplace by adhering to all 
safety rules and requirements (Safety Policies) and report any safety hazards to immediate 
supervisor. 
q  Such other duties as may be assigned. 
q  Demonstrates awareness and sensitivity to the cultural and socioeconomic characteristics of 
the service population. 
  
Qualifications: 
·         Experience working with student in a supervisory capacity  
·         State authorization at the Educational Technician III level 
·         Satisfactory reference, background and health checks 
·         Must have a valid Maine driver’s license 
  
Salary/Benefits: 
Wage and benefit package as determined by the Board of Directors. 
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Other Relevant Information: 
Passive physical restraints may need to be executed. $100,000/$300,000 automobile liability 
insurance coverage if transporting students. 

 
B.6 Parent and Community Involvement  
 

As a statewide public charter school with a mission focused on music and arts-based education, 
community partnerships are critical to executing our mission. Already, SPAA has made 
significant progress in securing partnerships with a number of organizations toward this end, 
including internship sites, service contractors, and education partners. Beyond this, SPAA has 
conducted extensive outreach and built relationships with SAUs, arts organizations, and 
families across Maine.   We place a high value on building and strengthening these 
relationships, while establishing new ones, as we believe that approach will provide the best 
opportunity to improve student outcomes. Special attention has been given to developing and 
maintaining relationships with local school districts.   
 
 

● Role of Parents and Community Members 
 
SPAA places a high value on input and participation from parents and community members.  In 
addition to our established paths to ensure parent participation at the school, our governance 
structure (Governance will be detailed in Section C.2.) includes both a Board of Directors and 
Advisory Group (Founders Council), which is intended to field input from a multitude of voices 
from the community, including educational experts, and non-profit and business leaders.  Input 
and representation from parents and the student body will be sought after the initial start up of 
the school.   
 
 

● Public School Collaboration 
 
Snow Pond Arts Academy, in partnership with the Snow Pond Community Music School, seeks 
to provide after school support for students wishing a more robust "arts" experience but not 
wishing to enroll full-time at Snow Pond Arts Academy.  In our discussions with all area school 
district superintendents, the focus was to support students who were having successful 
experiences at their local high school but seeking a more "robust" "arts" experience.  Through 
Snow Pond Community Music School, after school experiences for these students would be 
offered at the Snow Pond Arts Academy.  In addition, opportunities for these students to have 
ensemble experiences; band and symphony experiences; and dramatic presentations outside of 
their regular high school experience would be offered to offset the concern about "talent 
drain".  Snow Pond Community Music School hopes to augment these public high school 
programs offsetting the concern about the "best and the brightest" leaving en masse from their 
local high schools. 
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Snow Pond Arts Academy staff met with the following public school superintendents: 

Winthrop 
Maranacook 
Augusta 
Messalonskee 
Gardiner 
Farmington 

Outreach to the following superintendents also occurred, but due to summer schedules, 
meetings were not able to be held: 

Waterville 
Fairfield 
 
 

● Community Resources, Partnerships, and Support 
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SPAA will utilize many of the established resources, partnerships and support already available 
through Snow Pond Center for the Arts and NEMC Association.  These resources can be viewed 
in the Snow Pond Center for the Arts Program Booklet in Appendix C.  A few key pages are also 

noted below.   
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As noted earlier, The Snow Pond Arts Academy has sought to establish some key partnerships 
throughout this process and will continue to do so.  Many of these partnerships are listed 
below:  
 

‒ University of Maine at Augusta for sharing of adjunct and regular faculty; sharing of 
facilities and technology resources; sharing performance spaces; sharing students for 
bands, ensembles and orchestras; early college classes 

‒ Thomas College for sharing of adjunct faculty; sharing of facilities; student internships; 
sharing students; college access; early college classes 

‒ Colby College in early conversations for:  internships; partnering with Waterville Creates 
initiative; early college; shared facilities; service learning opportunities for Colby 
students; opportunities for faculty spouses and families 

‒ Kennebec Valley Community College for shared facilities; shared adjunct and regular 
faculty; early college, as well as the Community Music School and Outreach Programs 
being able to augment KVCC programming 

‒ Maine Virtual Academy and K12, Inc. for, through an Educational Service Provider 
agreement and a memorandum of understanding,  use of K12 and MeVA online 
coursework; arts instruction for interested MeVA students 

‒ Day One for the provision of substance abuse and mental health services; sharing of 
facilities and programs 

‒ Snow Pond Community Music School for sharing of classes, faculty, performance 
spaces, and support services with Snow Pond Arts Academy 

‒ Maine General Health for contracted outpatient services such as physical and 
occupational therapy, speech therapy, and health services/consultation for students 
enrolled at Snow Pond Arts Academy 

‒ The Instrument Exchange for providing the free use of gently used or newly renovated 
musical instruments for low-income and other eligible students through their 
foundation 

‒ Good Will-Hinckley in discussions underway for provision of food services; sharing of 
facilities; sharing of afterschool activities  

‒ Alfond Youth Center for sharing and providing Health, Wellness, and Recreation 
facilities, staff, and classes 

‒ Winthrop Public Schools for support of performing arts activities at Winthrop High 
School; sharing of ensembles, orchestra, band, etc. 

‒ RSU #18 for after school enrichment activities; shared facilities and instruments 
‒ Town of Sidney for  Community Block Development Grant to support infrastructure 

improvements at the site; Board member participation 
‒ Kennebec Valley and Mid-Maine Chamber of Commerce for support of 

recreational/cultural activities that promote economic development 
‒ Maine Arts Commission as Julie Richard has agreed to sit on our Board of Directors for 

the Academy;  arts grant and residencies that support the arts in Maine 
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Additionally, the following individuals and organizations have offered support for SPAA.  The 
full letters of support can be found in Appendix B.   
 
B.1. Jenny Elowitch, Artistic Director, Portland Chamber Music Festival and Arts Director,  
 Walnut Hill School 
 
B.2.  Julie Richards, Executive Director, Maine Arts Commission 
 
B.3. Hayden Anderson, Executive Director, Maine Humanities Council 
 
B.4. Laurie Lachance, President, Thomas College 
 
B.5. Rick Hopper, President, Kennebec Valley Community College 
 
B.6. Ross Cunningham, CEO & President, Kennebec Valley Community College 
 
B.7. Rebecca Wyke, Interim President, University of Maine at Augusta 
 
B.8.  Dan Lugo, Colby College 
 
B.9.  Beth Lorigan, MEVA CEO, Maine Virtual Academy 
  
B.10. Board, Maine Virtual Academy 
 
B.11.   Kelly Couture, Selectman,  Town of Sidney     
  
B.12. Kim Lindloff,  CEO and President,  Mid-Maine Chamber of Commerce       
 
B.13.  David Faulkner, Executive Director, Day One 
 
B.14.  Peter Lee, The Instrument Exchange 
 
B.15. Christine Little,  Parent, Snow Pond Community Music School 
 
B.16.  Scott Cowger,  Former Legislator, Owner,  Maple Hill Farm Inn 
 
B.17. Mark Johnston, Former President, Kennebec Savings Bank 
 
B.18. Gail Rizzo,  Co Owner, Lakepoint Real Estate 
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C.  Governance 

 
C.1 Governing Body  

 
Snow Pond Arts Academy was formed as a Maine nonprofit corporation (see TAB 22) for the 
explicit purpose of governing the charter school. Concurrent with the filing of this application, 
Snow Pond Arts Academy has filed its 1023 application with the Internal Revenue Service (see 
TAB 24). While awaiting determination, Snow Pond Arts Academy will have a fiscal sponsorship 
agreement with New England Music Camp Association, a 501 (c) (3) organization, for the 
purpose of accepting charitable donations to provide start up funds for the corporation.  A draft 
fiscal sponsorship agreement is set forth below and will be executed at the Board of Directors 
initial meeting during September 2015.  This document is also available in Appendix #.   
 

 

  

Comment [9]: Adjust Appendix # 
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FISCAL SPONSORSHIP GRANT AGREEMENT 

  

This Fiscal Sponsorship Grant Agreement (this “Agreement”) is entered into by and 

between New England Music Camp Association (“Grantor”), and Snow Pond Arts 

Academy (“Grantee”).  
  

RECITALS 
  

A.                Grantor has an Internal Revenue Service (“IRS”) determination letter of 

qualification under Section 501(c)(3) of the Internal Revenue Code of 1986, as amended 

(the “Code”) and is classified as a public charity under Code Sections 509(a)(1) and 

170(b)(1)(A)(ii).  
B.                 The Grantee was formed as a Maine nonprofit corporation on August 20, 2015, 

and does not have an IRS determination letter of qualification under Section 501(c)(3) of 

the Code.  The Grantee’s purposes include the creation and operation of a public charter 

school in the state of Maine. 
C.                The Grantee desires to have Grantor act as its fiscal sponsor for the purpose of 

soliciting and receiving gifts, grants, contributions and other revenues (collectively, 

“donations”) and granting such funds to the Grantee, subject to Grantor’s oversight, to be 

used exclusively in support of the Grantee’s project described in the cover letter 

accompanying this Agreement (the “Project”). 
D.                Grantor’s board of directors has determined that financial support of the 

Project will further Grantor's charitable goals and tax-exempt purposes. Grantor’s board 

of directors has authorized Grantor to enter into a fiscal sponsorship grant agreement with 

the Grantee whereby Grantor will receive donations on its own behalf and grant such 

funds to the Grantee in support of the Project, in accordance with the terms and conditions 

of this Agreement. 
NOW, THEREFORE, the parties hereby agree as follows: 
1.                  This Agreement shall become effective on ____________, 2015 (“Effective 

Date”) and shall continue in effect unless and until terminated as provided herein.  

2.                   Beginning on the Effective Date, Grantor will create a restricted fund into which it will 
deposit all donations received for the Project, and will grant all amounts that it may deposit 
to the fund, less any administrative charge as set forth below, to Grantee (“grant funds”). 

3.                  Grantee shall use the grant funds solely for the Project, and Grantee shall 

repay to Grantor any portion of the amount granted which is not used for the Project.  Any 

changes in the purposes for which grant funds are spent must be approved in writing by 

Grantor before implementation.  The Grantee assumes the risk that any funding source 

may exercise its discretion not to grant or not to appropriate funds to Grantor for the 

support of the Project.  

  

4.                  The parties intend that this Agreement be interpreted to provide Grantor 

with variance powers necessary to enable Grantor to treat the grant funds as Grantor’s 
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assets while this Agreement is in effect.  Grantor, in its sole discretion, shall have the right 

to withhold, withdraw, or demand the immediate return of any grant funds if, in Grantor’s 

reasonable judgment, the Grantee materially breaches this Agreement or cannot 

accomplish the purposes of the Project.  Grantor retains the right, in its sole discretion, to 

redirect the grant funds to a different charitable purpose or beneficiary if the purpose of 

the Project becomes unnecessary, incapable of fulfillment, or inconsistent with the 

charitable needs of the community served by Grantor.  Further, Grantee agrees to comply 

with any written request by Grantor to cease activities that, in Grantor’s reasonable 

judgment, might jeopardize the tax-exempt status of Grantor, and further agrees that 

Grantor’s obligation to make grant funds available to the Grantee is suspended in the 

event that it fails to comply with any such request. 

  

5.                  Grantee may solicit donations to Grantor, earmarked for Grantor’s restricted 

fund for the Project. Grantee’s choice of funding sources to be approached and the text of 

Grantee's fundraising materials are subject to Grantor’s prior written approval. All grant 

agreements, pledges, or other commitments with funding sources to support the Project via 

Grantor’s restricted fund shall be executed by Grantor. The cost of any reports or other 

compliance measures required by such funding sources shall be borne by Grantee. 

  

6.                  Grantor shall not charge to Grantee any administrative fee related to the 

restricted fund, but may be reimbursed from the restricted fund for all reasonable and 

substantiated costs and expenses related to the establishment and administration of the 

restricted fund and any other services to be provided to Grantee by Grantor as provided 

herein. 

  

7.                  Nothing in this Agreement shall constitute the naming of Grantee as an agent 

or legal representative of Grantor for any purpose whatsoever except as specifically and to 

the extent set forth herein. This Agreement shall not be deemed to create any relationship 

of agency, partnership, or joint venture between the parties hereto, and Grantee shall make 

no such representation to anyone. 

  

8.                  During the term of this Agreement, Grantee shall: 

  
a.                   Submit a full and complete report to Grantor as of the end of Grantee’s annual 
accounting period within which any portion of the grant funds are received or spent.  The 
initial report shall be submitted by Grantee no later than ________________, 2016, and 
subsequent reports, if any, shall be due on the anniversary date of the initial report.  The 
report shall describe the charitable programs conducted by the Grantee with the aid of the 
grant funds and the expenditures made with grant funds, and shall report on the Grantee’s 
compliance with the terms of this Agreement. 
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b.                  Implement and operate the Project according to the terms of this Agreement and 
as described in the accompanying letter, and in accordance with any requirements imposed 
by funding sources which are not inconsistent with this Agreement and such letter. 
c.                   Forward all donations made by funding sources to Grantee for use by the Project 
to Grantor in a timely manner following receipt. 

  

9.                  During the term of this Agreement, Grantor shall: 

  
a.                   Provide monthly statements to Grantee regarding donations received by 

Grantor from corporate, individual and other funding sources for use in carrying out the 

Project. 

  

b.                  Timely prepare and submit, with information obtained from Grantee, as 

necessary, all grant reports required by funding sources. 

  

c.                   Upon Grantee’s request accompanied by proper documentation of the 

expense, disburse grant funds directly to Project vendors and service providers in a timely 

manner, for the administrative convenience of the Grantee. 

  

10.             Grantee shall not use any portion of the grant funds in any attempt to influence 

legislation within the meaning of Code Section 501(c)(3). No agreement, oral or written, to 

that effect has been made between Grantor and Grantee. 

  

11.             Grantee shall not use any portion of the grant funds to participate or intervene 

in any political campaign on behalf of or in opposition to any candidate for public office, to 

induce or encourage violations of law or public policy, to cause any private inurement or 

improper private benefit to occur, nor to take any other action inconsistent with Code 

Section 501(c)(3). 

  

12.             Grantee shall notify Grantor immediately of any change in (a) Grantee’s legal 

or tax status, and (b) Grantee’s executive or key staff responsible for achieving the grant 

purposes. 

  

13.             This Agreement shall remain in effect until the earliest of the following: (a) 

Grantee receives a determination letter from the IRS of its qualification under Section 

501(c)(3) of the Code; (b) Grantor or Grantee terminates this Agreement by giving 30 days’ 

written notice to the other party. 
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14.             If there are any funds remaining in the restricted account upon termination of this 
Agreement, the following terms and conditions shall apply, subject to Grantor’s variance 
power set forth above at Paragraph 4: 
  
a.                   If the Grantee has received a determination letter from the IRS of its qualification 
under Section 501(c)(3) of the Code, Grantor shall transfer the balance of all grant funds, net 
of any liabilities incurred by Grantor in connection with the Project and any administrative 
charges as provided in this Agreement, to the Grantee for use in the Project. 
b.                  If the Grantee has entered into a written fiscal sponsorship agreement with 
another fiscal sponsor that has an IRS determination letter of qualification under Section 
501(c)(3) of the Code, then Grantor shall transfer the balance of all grant funds, net of any 
liabilities that Grantor has incurred in connection with the Project and any administrative 
charges as provided in this Agreement, to such new fiscal sponsor for use in the Project. 
c.                   In the event that the Grantee has not received an IRS determination letter of 
qualification under Section 501(c)(3) of the Code or entered into a written fiscal sponsorship 
agreement with another fiscal sponsor that has an IRS determination letter of qualification 
under Section 501(c)(3) of the Code, Grantor may allocate the grant funds in any manner 
consistent with applicable tax and charitable trust laws. 

15.             Grantor and Grantee agree that they will strive to resolve amicably any dispute 

arising under this Agreement.  In the event they are unable to resolve a dispute, either 

party may initiate dispute resolution proceedings.   All disputes between the Parties hereto 

shall be submitted to arbitration, at the election of the party initiating the dispute 

resolution proceedings.  The place of any dispute resolution shall be in Sidney, Maine.  The 

decision of the arbitrator shall be final and binding upon the parties, and the expense of the 

proceedings shall be shared equally between the parties unless the mediator or arbitrator 

determines otherwise.  Judgment upon any award rendered by an arbitrator may be 

entered in the Superior Court for Kennebec County, Maine. 

  

16.             This Agreement shall be governed by and construed in accordance with the 

laws of the State of Maine applicable to agreements made and to be performed entirely 

within such State. 

  

17.             Each provision of this Agreement shall be separately enforceable, and the 
invalidity of one provision shall not affect the validity or enforceability of any other provision. 

18.             This Agreement shall supersede any prior oral or written understandings or 

communications between the parties and constitutes the entire agreement of the parties 

with respect to the subject matter hereof. This Agreement may not be amended or 

modified, except in a writing signed by both parties hereto.  This Agreement may be 

executed in one or more counterparts, each of which when so executed shall be deemed an 

original, and such counterparts together shall constitute one and the same instrument. 
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[SIGNATURE PAGE FOLLOWS] 

 
  

  

IN WITNESS WHEREOF, the parties have caused their duly authorized representatives to 

execute this Agreement effective as of the day and year set out in Paragraph 1 of this 

Agreement. 
  
  

  

New England Music Camp Association 

  

____________________________________ 

By:  

Its:                                                                                     

  

  

Snow Pond Arts Academy 

  

____________________________________ 

By:  

Its:                                                                                     

  

  

 
 

 
  



 
 

Snow Pond Arts Academy Charter School Application / 354  

 
Governance philosophy 
  
Bull Moose Group, nonprofit organizational consultants, has guided the founder John Wiggin, 
the Founders Council, and the Snow Pond Arts Academy Board in the formation and 
governance of the proposed charter school. Bull Moose Group collaborates with the Maine 
Association for Charter Schools, Charter Board Partners, and BoardonTrack in guiding charter 
schools to effectively govern. 
  
Snow Pond Arts Academy board will be guided by a basic philosophy about the roles and 
responsibilities of a board vs. the CEO/Head of School. 
  
The basic philosophy is described as: 
 
❖ Board members set corporate policies and goals and delegate authority to the 

CEO/Head of School to implement such policies and goals in the day-to-day 
management of the organization. Individual members of the board, however, have no 
authority to act independently of the full board on policy issues. 

 
❖ Board members are also trustees of the organization who approve an annual budget 

that ensures it can meet its financial needs. In addition, board members monitor overall 
financial health of their organization. The CEO retains responsibility for day-to-day 
operational expenditures. 

  
In addition, the Board will undergo a facilitated board orientation and governance training 
covering the topics of roles and responsibilities, the difference between the board’s role and 
the CEO/Head of School’s role, the standards for governance, committee work, and fundraising. 
  
The Standards for Effective Governance that will guide Snow Pond Arts Academy are set forth 
below.  This document is also available as Appendix #.   
 
  

Comment [10]: put in appendix # 

http://www.bullmoosegroup.com/
http://mainecharterschools.org/
http://mainecharterschools.org/
http://mainecharterschools.org/
https://charterboards.org/
https://charterboards.org/
http://www.boardontrack.com/
http://www.boardontrack.com/
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Standards for Effective Charter School Governance 

 
 
Standard #1 ‒ Focus Relentlessly on Student Achievement 
Effective boards: 
 
Govern to fulfill the mission of the school and the promises of the charter 

● Believe in the mission of the school 
● Assume ultimate responsibility for school and student success 
● Use student data to inform and drive board decisions 

 
Know whether students are on track to achieve at high levels 

● Agree on the definition of academic excellence 
● Understand how student achievement is measured at the school 
● Regularly review indicators of student success to measure progress towards 

school goals 

 
 
Standard #2 ‒ Ensure Exceptional School Leadership 
Effective boards: 
 
Hire and Support a Strong School Leader 

● Confirm that the school has the right leader who can manage the school to 
achieve its goals 

● Cultivate a trusting, candid relationship with the school leader, addressing 
challenges proactively 

● Maintain an effective partnership between the school leader and board chair 
● Champion the school leader 
● Rely on a documented school leader succession plan when managing a school 

leader transition 

 
Evaluate and Hold the School Leader Accountable 

● Collaborate with the school leader each year to establish his/her annual goals 
● Evaluate the leader each year using a formal, clear, and transparent process 



 
 

Snow Pond Arts Academy Charter School Application / 356  

● Invest in ongoing professional development to support the leader’s progress 
towards his/her goals 

 
 
Standard #3 ‒ Commit to Exemplary Governance 
Effective boards: 
 
Build a High-Functioning and Engaged Board 

● Recruit and maintain a full slate of excellent board members who bring diverse 
skills, experience, and perspectives 

● Elect a board chair who can successfully lead the board and engage all members 
● Remove disengaged members from the board 
● Invest in the board’s development, providing orientation and ongoing training 

 
Implement Best Governance Practices 

● Adopt job descriptions for the officers, committees, and board members and 
require that each board member sign an annual agreement, committing to fulfill 
his/her responsibilities 

● Hold regularly scheduled, strategic meetings that are well-run and well-attended 
● Employ a robust committee structure to accomplish board work strategically and 

efficiently 
● Assess board performance annually, holding the board accountable for achieving 

its goals, functioning effectively, and governing well 

 
 
Standard #4: Act Strategically 
Effective boards: 
 
Determine the Strategic Direction for the School 

● • Oversee the development of a clear strategic plan that reflects the board’s 
vision and priorities for the school’s future 

● Set annual goals for the school, board, and each board committee 
● Organize the board, its committees, and all meetings to advance the aims of the 

school’s annual goals and strategic plan 

 
Respect the Balance Between Oversight and Management 

● Define and build board-wide understanding of the oversight role of the board and 
the management role of the school leader 

● Discipline the board to insist on results and high performance but not dictate the 
means to achieve them 

● Give the school leader the autonomy and authority to manage the school while 
maintaining strong and close oversight 

 
 
Standard #5 ‒ Raise and Use Resources Wisely 
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Effective boards: 
 
Manage Resources Responsibly 

● Ensure that all members understand the school’s finances, and provide training if 
necessary 

● Regularly and carefully review financial data, using it to make sound decisions 
that protect the school’s short- and long-term sustainability 

● Approve a budget each year that allocates resources strategically and is aligned 
with the student performance goals of the school 

 
Expand Awareness and Raise Funds 

● Set and meet realistic fundraising goals to provide any additional resources the 
school needs to reach its goals 

● Require that each board member make the school a top personal philanthropic 
priority each year 

● Call for all board members to help raise the school’s profile and cultivate donors 

 
 
Standard #6 ‒ Maintain Legal and Regulatory Compliance 
Effective Boards: 
 
Minimize Risks 

● Adhere faithfully to the legal and ethical duties of loyalty, obedience, and care 
● Ensure the development, board approval, and regular review of all school 

policies (e.g. policies governing safety, discipline, student and personnel 
conduct, finances, ethics, board and school operations) 

● Maintain the highest standards of transparency by accurately documenting 
meeting proceedings and board decisions 

● Apply sound business judgment by avoiding conflicts of interest, observing tax 
requirements, and maintaining liability insurance 

 
Meet Expectations 

● Confirm that the school is proactively adhering to the legal requirements set forth 
by the authorizer, the federal and local government, and the IRS 

● Operate in accordance with bylaws and review bylaws at least every three years 
● Comply with the jurisdiction’s open meeting laws, where applicable, and provide 

training to all board members on its requirements and implementation 
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Governance Structure 
  
Snow Pond Arts Academy’s framework for governance comes from four sources: 
  

● State and Federal Law: Its legal, ethical and fiduciary duties set forth in MRS (Title 13-B: 
MAINE NONPROFIT CORPORATION ACT). Directors’ duties are outlined in: §717: General 
standards for directors and officers outlined in MRS 20-A 2401 (Maine’s Charter School 
Law) and Section 501 c 3 of the Internal Revenue Code 

 
● The corporate Bylaws providing a high level roadmap of how the board should operate, 

outlining among other things, the qualifications, duties, terms of office of the directors 
and officers including their term limits. (See Tab 23) 

 
●  The Roles and Responsibilities for a governing board of a charter school, provided to 

each director prior to their agreement to serve on the Board. 
 

● Policies adopted by the Board 
 
 
Board Roles and Responsibilities 
  
The roles and responsibilities of the Snow Pond Arts Academy Board (which roles and 
responsibilities were given to each board member in their interviews for board service) are as 
follows: 
  
1.    Determine the charter school’s mission and purpose. A statement of mission and 

purpose should articulate the charter school’s goals, means, and primary constituents served.  

The board should create and periodically review the mission statement.  Each individual board 

director should be able to articulate and support it. 

  

2.   Select the charter school administrator/head of school. Boards must reach consensus 

on the charter school administrator and/or head of school’s job description and undertake a 

careful search process to find the most qualified individual for the position. 

  

3.    Support the charter school administrator/head of school and review his or her 

performance.  The board should ensure that the charter school administrator/head of school 

has the moral and professional support he or she needs to further the goals of the charter 

school.  The charter school administrator/head of school, in partnership with the entire board, 

should decide upon a periodic evaluation of his or her performance. 
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4.   Ensure effective organizational planning.  As stewards of the charter school, the board 

must actively participate with the staff in an overall planning process and assist in implementing 

the resulting plan. 

  

5.    Ensure adequate resources.  One of the board's foremost responsibilities is to provide 

adequate resources for the charter school to fulfill its mission.  The board should work in 

partnership with the charter school administrator/head of school and development staff, if any, 

to raise funds from the community. 

  

6.   Manage resources effectively.  The charter school board, in order to remain 

accountable to the Charter Commission, parents and students, its donors, the public, and to 

preserve its federal tax-exempt status, must approve the annual budget and ensure that proper 

financial controls are in place. 

  

7.    Determine and monitor the charter school’s programs and services. The board must 

determine which educational programs and services are the most consistent with the charter 

school’s mission, and monitor their effectiveness. 

  

8.   Enhance the charter school’s public image. A charter school's primary link to the 

community, including constituents, the public, and the media, is the board.  Clearly articulating 

the organization's mission, accomplishments, and goals to the public, as well as garnering 

support from important members of the community, are important elements of a 

comprehensive public relations strategy. 

  

9.   Perform a Self-Assessment. In order to ensure that the organization is effective in 

achieving its mission and efficient in using its resources, the board begins this annual discussion 

by evaluating its success as a board and identifying areas of improvement. 

  
 
Relationship with the CEO/Head of School 
  
The CEO/Head of School works for and reports to the Board. He/she is a non-voting member of 
the Board of Directors. An effective CEO/Head of School will share his or her opinion prior to 
any vote by the board and should have ample opportunity to weigh in on discussions prior to a 
vote. As long as that person remains in their position, they should be included in all board 
business. 
  
The CEO/Head of School is the key to an effective board and most responsible for board 
effectiveness for the following reasons: 
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● The CEO/Head of School is the primary information resource for the Board and thus 

guides their deliberation. The Board will make decisions and even choose which issues 
based on the information it receives from the CEO. 

  
● The CEO/Head of School is the only person directly hired and directly reporting to the 

Board of Directors, and therefore is the direct link between governance decisions and 
actual implementation of board policy. 

 
●  As the full time paid professional, the CEO/Head of School is the person who must take 

the most responsibility for developing and maintaining an effective board. 
Approximately 20-30% of the CEO/Head of School’s time will be dedicated to 
governance related issues 

  
 
 
Relationship with Founders Council 
  
Snow Pond Arts Academy Board will be supported by the Founders Council, which was 

originally formed to provide assistance and advice to Founder John Wiggin with governance, 

community outreach, finance, and fundraising. The roles and responsibilities of the Founders 

Council will naturally transition now that Snow Pond Arts Academy has been formed and its 

Board of Directors has the legal, ethical, and fiduciary responsibility for governing the 

corporation. The Founders Council will remain a source of advice and lend credibility and 

fundraising support. 

 

Relationship with Parent Partnership 

Snow Pond Arts Academy will be supported by a parent advisory group that can be charged 

with assistance with fundraising, events, representation of students’ needs, and miscellaneous 

activities and programs related to the furtherance of the school’s mission and vision. 

 

Size and Composition of the Board 



 
 

Snow Pond Arts Academy Charter School Application / 361  

The By Laws provide for a minimum of 3 directors and a maximum of 15. One of the most 

common problems faced by charter school boards is that they are too small to get the work 

done by staffing their committees. Governing a charter school effectively takes time, energy, 

many volunteer hours and a diverse set of opinions of skills. 

Snow Pond Arts Academy’s board currently consists of 8 directors. It anticipates adding 2-3 new 

board members over the next several months (two individuals have already contacted the 

Board consultant to indicate their desire to serve) and plans to build the board to its full 

complement of 15 by the end of the first year of operations. 

The selection of the initial Board members to serve Snow Pond Arts Academy was a strategic 

decision based upon a recruiting effort led by our board consultant, Bull Moose Group. This is 

the guide we used to recruit leadership: 

 
Building Leadership-Recruiting Board Members 

  
A key ingredient to increasing a nonprofit organization’s impact in the community it serves is 

having the right people on the team. Critical to this team are its board members. Having the 

right people with the right skills helps the organization achieve its strategic goals. 

 

Therefore, the first questions that the organization should consider as it starts to formulate its 

board recruiting plans are: 

 

➢ What are our key strategic priorities? 

 

➢ What new skills or expertise might we need on our board to help us achieve 

those priorities? 

 

 

Skills and expertise: 

● Fundraising 
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● Experience on a nonprofit board 

● Marketing 

● Event planning 

● Financial 

● Educator/administrator 

● Music and other arts educators 

● Leadership in the community 

● Success in business 

● Technology 

● Legal 

 

 

Diversity: 

 

The most effective boards are those that are able to bring together a diverse group of people 

that bring a range of thought and perspective. Boards must think about diversity as they fill 

these board positions. It can’t be an add-on at the end. 

● Age, gender, ethnicity, racial 

● Geographic 

  

Other Factors: 

● Network capital: What is the potential board member’s network and reputation capital? 

● Group dynamics: Will they add to the positive dynamic of the board- i.e. do they play 

well with others? 

● Look for people whose motive is to advance the mission rather than their own personal 

gain. 

● People who are good listeners and who ask probing, thoughtful questions.” 

● Have an entrepreneurial spirit 

 

 

Once you determine that a candidate meets the skill/expertise requirement, further due 

diligence is required: 

 

There are three key questions you should ask board candidates: 

 

1. How have you already demonstrated a passion for organizations like ours? 
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Passion for the mission can take many forms. It could be as straightforward as previous 

nonprofit board experience or volunteer experience for a similar organization. A plus will be a 

passion for the arts and the role it can play in shaping a town, a region, a state and a society. 

 

2. Do you fundamentally have the time to serve on our board? 

 

People familiar with nonprofit board service said that those who are new to the sector often 

underestimate the amount of time required to be an effective board member. In fact, the time 

commitment for many nonprofit boards can be substantial. All board members must be able to 

meet the basic requirements of board service. At most nonprofits this means, at a minimum, 

preparing for and attending 12 board meetings a year and serving on at least one board 

committee. The time commitment may exceed this for newly formed organizations, as they will 

need to participate in board retreats dedicated to defining mission, vision and values and 

strategic planning. If, for example, a candidate already serves on a few other boards, it is fair to 

ask whether they have adequate time to devote to yours. 

 

3.  Are you able to meet the board fundraising requirement? 

 

All board members will be expected to make a financial contribution to the fundraising 

initiatives. The amount will be up to the individual. In addition, they must be willing to assist 

with the fundraising by identifying and cultivating prospects and stewarding donors. 

Below is the current profile of the Board-a strategic thinking, geographically and skill diverse 

board with experience in startups, charter schools, educational management, organizational 

development, nonprofit board governance, fundraising, and finances: 

  
BOARD MEMBER 

CURRENT OCCUPATION/FOCUS RELEVANT EXPERIENCE AND QUALIFICATIONS 

  
Scott Cowger 

Owner, Maple Hill Farm Inn Former Maine State senator and representative, 

leadership, business owner, board service, fundraising, 

outreach, communications, engineering 

Greg Fahy Dean of College of Arts and 

Science, University of Maine, 

Augusta 

  
Administrative, educator; leadership 

Anne Hammond Land Developer. Treasurer 

Messalonskee Lake Association, 

Chair of Oakfest 

Municipal and school district financial and program 

auditor, community leader, nonprofit board service, 

financial, entrepreneur, startups; fundraising, Sidney 

resident 
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Gail Levinsky 

Associate Professor of Music, 

Susquehanna University 
Music educator, former camper of New England Music 

Camp, current faculty of New England Music Camp; 

fundraiser for music programs 

  

  

  
Robert Moody 

  
VP/ Chief Operations 

Officer/Interim President, Maine 

Academy of Natural 

Sciences/Good Will-Hinckley 

  

  
Educational leadership; strategic planning, fundraising, 

charter school administration and leadership, new school 

development 

  
Julie Richard 

  
Executive Director, Maine Arts 

Commission 

Organization development (board service, executive 

director, governance, grant administration, fiscal 

oversight, fundraising) primarily focused on the arts 

Tom Vigue Organic farmer; retired stone 

mason 
Small business owner, Sidney resident, community leader, 

strategic thinker 

  
John Wiggin, Interim 

President** 

  

President, New England Music 

Camp Association; Snow Pond 

Center for the Arts Executive 

Director, Founder of SPAA 

  
Comprehensive business and real estate development, 

financial, entrepreneur, insurance, construction, 

commitment to the arts, outreach, communications, 

Sidney resident 

**John Wiggin will serve as a Director and Officer until the initial meeting of the Board of 

Directors to be held in September 2015, at which time his successor shall be duly elected. 

6 of the Directors (Anne Hammond, Scott Cowger, Greg Fahy, Julie Richard, Tom Vigue, and Gail 

Levinsky were recruited to serve on the Founders Council and now have transitioned to full 

Board leadership. SPAA anticipates adding at least one director with legal experience by the 

end of September. At least 75% of the Board has had previous governance experience. No 

directors (with the exception of John Wiggin who will be terming off the Board in September) 

have any personal or business ties that would present a conflict of interest (real or perceived) in 

decision making. At this point none of the board members are parents of students but when 

the board is fully complemented, less than 25% of the board members will be parents. The 

CEO/Head of School will be the only employee of the school that is a member of the Board and 

he/she will be a non- voting member. 

The Founders Council will remain a valuable advisory group to the Board of Directors, assisting 

in supporting the mission of the school. It’s roles going forward are: 
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● Advocacy: Be champions in building the constituencies necessary to support the growth 

and success of the school 

 

● Investment: Become stakeholders in the success of the school by personally investing 

and bringing financial resources to the school 

 

● Consult: Provide valuable counsel to the Board and Head of School 

See more information about the Founders Council, see Section C. 2-Advisory Boards and 

Councils. 

Evaluating the School Leader 

One of the key responsibilities of the charter school Board’s is to hire, evaluate, and terminate 

if necessary the School leader.. Here are some of the factors involved in performing this role 

effectively: 

1. Set Expectations. The instrument and process of the evaluation should be flexible enough to 

allow the evaluator and the evaluated to address key areas against objective criteria. The rating 

for each area must be honest, and it should be based upon clear expectations for that specific 

position. Evaluations should use terms such as: exceeds expectations, meets expectations, fails 

to meet expectations, etc. Once the evaluation has been completed, the employee should have 

a clear understanding of how the evaluator rated his/her performance. 

2. Employ Honesty and Integrity. Too often, evaluations are not honest. Too often, they are the 

victims of inflation. If an employee is performing at an unacceptable or barely-acceptable level, 

that should be clear from his or her evaluation. Evaluations are not tools to make people feel 

good; rather, they are tools to make a school better.If evaluations are to be useful tools to 

improve employee morale and performance, then the evaluator must take great care to 

perform the evaluation with integrity. Frank and honest performance appraisals may cause 

temporary unpleasantness; however, employees have a right to know what is expected of them 

and how they honestly “measure up.” Praise where appropriate is crucial—employees who 

have done well should be encouraged to continue at a high level. 

3. Establish Agreement Between School Leader and Board. In any charter school, the 

Principal/Executive Director/Head of School is primarily responsible for providing a quality 

education for the school’s students. Support, monitoring, and evaluation of the school’s 

processes—including evaluations—are provided by the Board of Directors. It is essential that 
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the person primarily responsible for leadership of the school and the Board agree on the goals 

at the beginning of the school year. After the first year, these goals should be identified during 

an end-of-year performance review, in which “wins, losses, and where do we go from here” are 

discussed. When goals have been finalized, they will become the school’s leader’s key tasks. 

SPAA will look to BoardonTrack for School Leadership Evaluation resources. Some of the board 

members have already participated in a webinar hosted by BoardonTrack: 
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Founding Organization 
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The vision for Snow Pond Arts Academy and the potentially unlimited associated 

programming emanates from John Wiggin who is the current Executive Director of New 

England Music Camp and the reason why the campus has already become a valued 

community asset. The camp was founded by John's family in the 1930's and it has served as a 

model for combining rich exposure to the fine arts (esp. music) with a well rounded camp 

curriculum in a Maine setting of unparalleled beauty. Recently, with the founding of the 

Community Music School, it has begun to provide year round education and programming. 

New England Music Camp Association and its programs have provided performing arts 

opportunities to Maine students (as well as students from all over the world) for over 78 years.  

The facilities at the NEMC location have been improved upon over the years trying to keep pace 

with new and innovative technology.  The Wiggin Family has been a steadfast employer and 

provider of arts opportunities to thousands of young people. 

While other public charter schools in Maine have focused on particular academic disciplines 

such as the natural sciences or STEM education, Snow Pond Arts Academy will be the first 

charter school in Maine to offer year-round programming and enrichment in a venue that is a 

camp, a school and a center for the performing arts. 

John understood the need to have his vision embraced and furthered by a dedicated group of 

leaders and accordingly worked with Bull Moose Group to recruit a Founders Council that 

would guide John, the New England Music Camp Association Board to develop the charter 

school as an integral part of the Snow Pond Center for the Arts. 

The Founders Council was formed in May 2015 with the understanding that their role was 

limited and would naturally transition once a Board of Directors was chosen. 

Roles and Responsibilities of the Founders Council were: set forth in a document provided to all 

of the members. 

Founders Council Purpose 

The purpose of the Snow Pond Arts Academy Founders Council is provide assistance and advice 

to John Wiggin, President of New England Music Camp Association, d/b/a Snow Pond Center for 

the Arts, in connection with the formation and development of a specialty high school 

committed to providing an outstanding arts education in a rigorous academic environment (the 
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“Academy”). The Academy will become an integral part of the Snow Pond Center for the Arts-

an existing year round arts education center and performance venue located in Sidney, Maine. 

Member Expectations 

● Become familiar with Snow Pond Center for the Arts and its programs 

● Be an informed advocate for the Academy 

● Help to identify and cultivate relationships with prospective board members, 

donors, students, faculty, volunteers, and advocates 

● Use personal and professional contacts and expertise to benefit the Academy 

● Provide counsel and feedback to John Wiggin and professional consultants by 

serving on one or more of the three standing committees: Governance, 

Fundraising, Outreach (outlined below) 

● Regularly attend and participate in Founders Council meetings (not more than 1x 

month)-either in person or via video conferencing technology 

● Make a gift/pledge to the Academy’s Founders Campaign (for start up costs) 

consistent with your ability to give and commitment to the organization 

● Term length-June, 2015-December, 2015 (anticipated approval by the Maine 

Charter School Commission of the charter school application) with potential to 

transition on to the Academy’s governing board of directors or advisory council. 

 

Committees 

A. Governance.   Members will work with John Wiggin and the consultants in two areas: 1) 

school incorporation and governance (name, nonprofit board formation, mission, vision, roles 

and responsibilities and 501 c 3 application) and 2) educational programming, including 

assistance with the charter school application process-authorizers, guidelines, and 

expectations. 

B. Community Outreach and Collaboration. Two or three members will be charged with 

continuing the process of building ties in the community and formalizing these relationships 

into community partner agreements or letters of support. 

C. Finance and Fundraising.  Two or three members will work with John Wiggin and the 

fundraising consultants to: 1) refine the start up operating budget and 2) plan and execute a 

fundraising campaign to defray the costs associated with startup. 
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This was the original composition and responsibilities of the Founders Council Team: 

SNOW POND ARTS ACADEMY FOUNDERS TEAM 

  

Founders Council 

  

Scott Cowger 

Proprietor, Maple Hill Farm Inn, Hallowell, ME 

Maine State Senator 2004-2006, Maine State Representative 1998-2004 

Jenny Elowitch 

Director of Music, Walnut Hill School for the Arts 

Artistic Director, Portland Maine Chamber Music Festival   

Greg Fahy 

University of Maine at Augusta 

Dean of the College of Arts & Sciences, Associate Professor of Philosophy 

Anne Hammond 

Consultant, Computer and Financial Systems 

Board Member, Friends of Messalonskee Lake - Treasurer, Belgrade Area Lake Trust 

Dr. Gail Levinsky 

Associate Professor of Music, Susquehanna University 

NASA District VIII Director 

Director, Snow Pond Music Festival - Instructor, New England Music Camp 

Sally Mackenzie                                                                  

Associate Professor of Educational Leadership, University of Maine 

Co-Facilitator, Maine Principals Association - New Principal Mentoring Program 

Board Chair, Harpswell Coastal Academy 

Barbara Moody 

Director, Teacher Education, Husson University 

Title II Coordinator, Maine Department of Education 

Julie Richard 

Executive Director, Maine Arts Commission 

Past President & CEO of the West Valley Arts Council, AZ 

Tom Vigue 

Maine Organic Farmers and Gardeners Association - Maine Heritage Orchard Project 

Member of the Planning Board, Sidney, ME 

  

Consultants-Governance and Fundraising 

Ronnie Weston 

Founder and Managing Member Bull Moose Group 

James Hornor 

Senior Partner Daniel Lee Associates 
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Educational Design 

Richard Abramson, Maine Educator, Interim President at Good Will-Hinckley- Maine 

Academy of Natural Sciences 

Barbara Moody: Director Teacher Education at Husson University 

  

Snow Pond Center for the Arts 

John Wiggin, President and Executive Director 

Christa Johnson, Marketing and Public Relations 

Kerry Hoey, Charter Application Writer 

  

  

John Wiggin, President and Executive Director john.wiggin@nemusiccamp.com 

Christa Johnson, Marketing and Public Relations christa.johnson5@gmail.com 

Kerry Hoey, Charter School Application Writer kchoey@yahoo.com 

  

  

Committees 

  

Governance 

All members of the Founders Council and John Wiggin, Kerry Hoey, Ronnie Weston, 

Jim Hornor, Rich Abramson 

Define mission, vision, and values of the Academy; outline the targeted student population; 

create an organizational chart, and assist with the recruitment of the governing board. Once 

the board is formed, governance (school and board leadership) will be the responsibility of the 

school’s board of directors, advised by Ronnie Weston and Jim Hornor.    

  

Education Plan 

Gail Levinsky 

 Barbara Moody 

 Jenny Elowitch 

 Sally Mackenzie 

 Greg Fahy 

 Rich Abramson 

 John Wiggin 

 Jim Hornor 
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 Assist with the charter application in the areas of academic program, arts curriculum, 

innovation, special student populations, assessment, student recruitment and enrollment; 

staffing; and continuing professional development for faculty and staff. 

  

Finance and Fundraising 

Julie Richard 

Scott Cowger 

Ronnie Weston 

Jim Hornor 

John Wiggin 

Christa Johnson 

Develop the budgets (start up, year 1 and 3 year); assist with the charter application sections 

regarding facilities, transportation, food service, and financial management; Work with 

Consultants on fundraising for start up expenses 

 

Community Support and Outreach 

Tom Vigue 

Anne Hammond 

Jim Hornor 

John Wiggin 

Christa Johnson 

Rich Abramson 

Ronnie Weston 

Charter application sections regarding: catchment Area, parent and community support 

(including local school districts); schedule informational sessions for community members, 

prospective students and parents, work on collaborative agreements and letters of support. 

  

As was previously noted, six of the members of the original Founders Council are now serving 

on the Board of Directors. Their resumes can be found in TAB 26. The remaining members, Sally 

Mackenzie, Barbara Moody, and Jenny Elowitch have agreed to stay on, advising the Board as 

described above. Two additional members have agreed to join the group: Kelly Couture, a State 

legislator and Mary Anne LaMarre, RSU 18 board member, and it is anticipated that the full 

complement of the Founders Council will be 9 members. 

 

Existing Operations/Relationship with the School  
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The Charter School is part of the overall Snow Pond Center for the Arts Campus and initiative 

with natural synergies and collaboration. However each of the Boards (SPAA and New England 

Music Camp Association (NEMCA) will govern independently with the understanding (to be 

codified) about overlapping services. It is presently contemplated that an Executive Committee 

made up of Board members from SPAA and NEMCA will be formed and given responsibility to 

assure that these overlapping services meet the needs of each organization, outline who has 

the primary ownership of the service, assure that each is efficient and effective and given the 

finances of each, and foster close collaboration to keep independently owned services at a 

minimum. Fairness and transparency is the ultimate goal. As an example, NEMCA will own the 

facility but, needs to allocate the cost of maintaining that facility and utilities across all 

programs and events. 

 

 

External Review Documentation 

  

The Maine Charter Commission will annually visit and meet with leadership as well as the Board 

to discuss/evaluate the progress being made on the goals established by the school.  The entire 

board will participate as possible with this process.  They will be responsible for assuring that 

school staff as well as board leadership addresses any recommendations or areas of concern. 
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The Board of Directors of Snow Pond Arts Academy will establish an Academic Excellence 

Committee that will work with the school's leadership to assure that the goals/objectives 

established with the Charter Commission are implemented.  In addition, this committee will 

monitor the academic/social-emotional atmosphere of the school and find ways for the Board 

of Directors to remain involved and supportive of the mission of the school. 

  

1. Appointments of the chair and members of the Academic Excellence Committee shall be 

made annually by the chair of the Board with the advice and consent of the Board and 

the CEO/Head of School and in accordance with the bylaws. 

2. Members of this committee shall be members of the Board of Directors 

  

It is important to note that this is a governance function, not a management function, and it is 

anticipated that the school leader will have a great deal of input into the work and composition 

of this committee. The committee's main role is to assure that academic excellence is defined, 

and that the board approves annual goals to attain academic excellence. 

  

1. Define and continue to refine what academic excellence means for our organization. 

2. Ensure that all board members understand the key charter promises we have made to 

our community and to our authorizer. 

3. Work with the school leadership to devise clear and consistent ways to measure 

progress towards stated goals. 

4. Work with school leadership to set annual academic achievement goals, to be presented 

to and approved by the full board. 

5. Work with school leadership to share with the board annual successes, barriers to 

reaching academic excellence, and strategies to overcome these barriers. 

6. Arrange for Board training on issues related to academic oversight and academic 

achievement, as needed. 

7. Create specific measurable board-level goals for the year as part of the full board 

planning process. 

8. Report to the Board of Directors at regular meetings of the Board in a manner 

determined by the Board. 

9. Annually evaluate its work as a committee and the objectives it has committed itself to 

and report on same to the Board of Directors. 
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Ethical Standards and Procedures 

  

Conflicts of Interest-perceived or real-are best addressed with a written Conflict of Interest 

Policy which defines a conflict of interest and outlines procedures beginning with the duty to 

disclose, how to address, and how violations are treated. Each director, principal officer and 

member of a committee with governing board-delegated powers shall annually sign a 

statement that affirms such person: 

  

a. Has received a copy of the conflicts of interest policy, 

b. Has read and understands the policy, 

c. Has agreed to comply with the policy, and 

d. Understands that the organization is charitable and in order to maintain its federal tax 

exemption, it must engage primarily in activities that accomplish one or more of its tax-

exempt purposes. 

  

The Board adopted the following Conflict of Interest Policy by Board Action by Consent dated 

August 26, 2015. 
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Snow Pond Arts Academy 

Conflict of Interest Policy 

 

  
Article I 
Purpose 

  

The purpose of the conflict of interest policy is to protect Snow Pond Arts Academy’s 

(“Organization”) interest when it is contemplating entering into a transaction or arrangement that 

might benefit the private interest of an officer, director, or other interested person of the 

Organization or might result in a possible excess benefit transaction.  This policy is intended to 

supplement but not replace any applicable state and federal laws governing conflict of interest 

applicable to nonprofit and charitable organizations. 

  

Article II 
Definitions 

  

1.                  Interested Person.  Any director, principal officer, member of a committee with 

governing board delegated powers, or agent or employee who can influence the actions of the 

Organization, who has a direct or indirect financial interest, as defined below, is an interested 

person. 

  

2.                  Financial Interest.  A person has a financial interest if the person has, directly or 

indirectly, through business, investment, or family: 

  

a.                   An ownership or investment interest in any entity with which the Organization has 

a transaction or arrangement, 

  

b.                  A compensation arrangement with the Organization or with any entity or individual 

with which the Organization has a transaction or arrangement, or 

  

c.                   A potential ownership or investment interest in, or compensation arrangement with, 

any entity or individual with which the Organization is negotiating a transaction or arrangement. 
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Compensation includes direct and indirect remuneration as well as gifts or favors that are not 

insubstantial. 

  

A financial interest is not necessarily a conflict of interest.  Under Article III, Section 2, a person 

who has a financial interest may have a conflict of interest only if the appropriate governing 

board or committee decides that a conflict of interest exists. 

  

Article III 

Procedures 

  

1.                  Duty to Disclose.  In connection with any actual or possible conflict of interest, an 

interested person must disclose the existence of the financial interest and be given the 

opportunity to disclose all material facts to the directors and members of committees with 

governing board delegated powers considering the proposed transaction or arrangement. 

  

2.                  Determining Whether a Conflict of Interest Exists.  After disclosure of the financial 

interest and all material facts, and after any discussion with the interested person, s/he shall leave 

the governing board or committee meeting while the determination of a conflict of interest is 

discussed and voted upon.  The remaining board or committee members shall decide if a conflict 

of interest exists. 

  

3.                  Procedures for Addressing the Conflict of Interest.  

  

a.                   An interested person may make a presentation at the governing board or committee 

meeting, but after the presentation, s/he shall leave the meeting during the discussion of, and the 

vote on, the transaction or arrangement involving the possible conflict of interest. 

  

b.                  The chairperson of the governing board or committee shall, if appropriate, appoint a 

disinterested person or committee to investigate alternatives to the proposed transaction or 

arrangement. 

  

c.                   After exercising due diligence, the governing board or committee shall determine 

whether the Organization can obtain with reasonable efforts a more advantageous transaction or 

arrangement from a person or entity that would not give rise to a conflict of interest. 

  

d.                  If a more advantageous transaction or arrangement is not reasonably possible under 

circumstances not producing a conflict of interest, the governing board or committee shall 

determine by a majority vote of the disinterested directors whether the transaction or 

arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and 
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reasonable.  In conformity with the above determination, it shall make its decision as to whether 

to enter into the transaction or arrangement. 

  

4.                  Violations of the Conflicts of Interest Policy. 

  

a.                   If the governing board or committee has reasonable cause to believe a member has 

failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis 

for such belief and afford the member an opportunity to explain the alleged failure to disclose. 

  

b.                  If, after hearing the member’s response and after making further investigation as 

warranted by the circumstances, the governing board or committee determines the member has 

failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary 

and corrective action. 

  

Article IV 

Records of Proceedings 

  

         The minutes of the governing board and all committees with board delegated powers 

shall contain: 

  

a.                   The names of the persons who disclosed or otherwise were found to have a 

financial interest in connection with an actual or possible conflict of interest, the nature of the 

financial interest, any action taken to determine whether a conflict of interest was present, and 

the governing board’s or committee’s decision as to whether a conflict of interest in fact existed. 

  

b.                  The names of the persons who were present for discussions and votes relating to the 

transaction or arrangement, the content of the discussion, including any alternatives to the 

proposed transaction or arrangement, and a record of any votes taken in connection with the 

proceedings. 

  

Article V 

Compensation 

  

a.                   A voting member of the governing board who receives compensation, directly or 

indirectly, from the Organization for services is precluded from voting on matters pertaining to 

that member’s compensation. 
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b.                  A voting member of any committee whose jurisdiction includes compensation 

matters and who receives compensation, directly or indirectly, from the Organization for services 

is precluded from voting on matters pertaining to that member’s compensation. 

  

c.                   No voting member of the governing board or any committee whose jurisdiction 

includes compensation matters and who receives compensation, directly or indirectly, from the 

Organization, either individually or collectively, is prohibited from providing information to any 

committee regarding compensation. 

  

Article VI 

Annual Statements 

  

         Each director, principal officer and member of a committee with governing board 

delegated powers shall annually sign a statement which affirms such person: 

  

a.                   Has received a copy of the conflicts of interest policy, 

  

b.                  Has read and understands the policy, 

  

c.                   Has agreed to comply with the policy, and 

  

d.                  Understands the Organization is charitable and in order to maintain its federal tax 

exemption, it must engage primarily in activities which accomplish one or more of its tax-

exempt purposes. 

  

Article VII 

Periodic Reviews 

  

         To ensure the Organization operates in a manner consistent with charitable purposes and 

does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be 

conducted.  The periodic reviews shall, at a minimum, include the following subjects: 

  

a.                   Whether compensation arrangements and benefits are reasonable, based on 

competent survey information, and the result of arm’s length bargaining; and 

  

b.                  Whether partnerships, joint ventures, and arrangements with management 

organizations conform to the Organization’s written policies, are properly recorded, reflect 

reasonable investment or payments for goods and services, further charitable purposes and do not 

result in inurement, impermissible private benefit or in an excess benefit transaction. 
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Article VIII 

Use of Outside Experts 

  

         When conducting the periodic reviews as provided for in Article VII, the Organization 

may, but need not, use outside advisors.  If outside experts are used, their use shall not relieve the 

governing board of its responsibility for ensuring periodic reviews are conducted. 

  

  

  

  

  

  

  

  

Adopted by the Board of Directors on ______________, 2015 
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By design, John Wiggin will not serve (after September 2015) on the Snow Pond Arts Academy 

board of directors, avoiding any actual conflict or perceived conflict of interest. He will 

however, serve on a joint executive committee, as a representative of the Snow Pond Music 

Camp Association, to ensure fairness and transparency of shared services. 

 

Other Procedures 

  

Meetings: SPAA board meetings are anticipated to occur once a month although discussion 

about the frequency, time of day, and additional meetings such as an annual retreat, will be 

discussed at the initial Board of Directors meeting scheduled for September 2015. 

  

Standing Committees 

  

(a) Executive Committee 

  

The Executive Committee will consist of five (5) members from the Board of Directors. 

Except for the power to amend the Articles of Incorporation and Bylaws, the Executive 

Committee shall have all of the powers and authority of the Board of Directors in the intervals 

between meetings of the Board of Directors, subject to the direction and control of the Board 

of Directors. 

  

(b) Other Standing Committees: Other standing committees of the Corporation will include the 

following, the functions and operations of which shall be specified in Committee Charters 

adopted by the Board of Directors from time to time: Finance, Governance, Development 

(Fundraising) Academic Excellence. 

  

More information on committee descriptions can be found below.   
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● Tab 22.  Articles of Incorporation 
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● Tab 23.  Corporate By-Laws 
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BYLAWS OF SNOW POND ARTS ACADEMY 
 
  

ARTICLE I 
NAME AND LOCATION 

Section 1. Name. The name of the corporation is Snow Pond Arts Academy (the 
“Corporation”), a Maine nonprofit corporation organized and existing pursuant to the Maine 
Nonprofit Corporation Act, 13-B M.R.S. § 101, et seq. (the “Act”). 
Section 2. Location. The principal office of the Corporation shall be located in the 
Town of Sidney and the State of Maine. The Corporation may also maintain offices at such 
other places as the Board of Directors may, from time to time, determine. 
Section 3. Registered Agent and Office. In compliance with the Act, the Corporation 
shall have, and continuously maintain, a statutory Registered Agent who shall be a resident of 
the State of Maine. The Registered Agent shall be the person originally designated by the 
Incorporator in the Articles of Incorporation and the Directors shall have the power to change the 
identity of the Registered Agent from time to time by filing the appropriate form with the 
Secretary of State of the State of Maine. The address of the Registered Office may be changed 
from time to time by either the Registered Agent, or the Directors, upon filing an appropriate 
form with the Secretary of State. 
 

ARTICLE II 
PURPOSE 

Section 1. Purpose. The purpose of the Corporation is to serve the public, as a public benefit 
corporation, exclusively for charitable, religious, educational, and scientific purposes within the 
meaning of Section 501(c)(3) of the Internal Revenue Code of 1986, as amended (“IRC”), or 
corresponding provisions of any subsequent federal tax laws. The Corporation shall have all the 
powers necessary to carry out the foregoing purposes and all the powers of non-profit 
corporations organized under the laws of the State of Maine. The mission of the Corporation is 
to transform students’ lives and contribute to the cultural capital of Central Maine by providing 
high quality and comprehensive Academic and Arts education in an inclusive, nurturing, and 
culturally rich environment for high school age students. 
Notwithstanding any other provisions of these Bylaws, the Corporation shall not conduct 
or carry out any activity which is not permitted to be conducted or carried out by an organization 
which is exempt from taxation under Section 50l(c)(3) of the Internal Revenue Code (or 
corresponding provision of any future federal tax code) or by an organization to which donations 
are deductible from taxable income to the extent allowed by the Internal Revenue Code and other 
applicable legislation or regulation as they currently exist or may later be amended. 
Section 2. Limitations. 
(a) Upon the dissolution of the Corporation or termination of its activities, the assets of 
the Corporation remaining after payment of all its liabilities shall be distributed (i) to the State of 
Maine for a public purpose in accordance with the provisions of 20-A M.R.S. § 2411(8)(B), or 
(ii) if Maine law shall ever not require distribution of remaining assets to the State of Maine, then 
exclusively to one or more organizations organized and operated exclusively for such purposes 
as shall then qualify as an exempt organization or organizations under Section 501(c)(3) of the 
Internal Revenue Code, as amended, and as a charitable, religious, eleemosynary, benevolent or 
educational corporation within the meaning of Title 13-B of the Maine Revised Statutes as 
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amended. Any such assets not so disposed of shall be disposed of by a Court of competent 
jurisdiction of the county in which the principal office of the Corporation is then located, 
exclusively for such purposes or to such organization or organizations, as said Court shall 
determine, which are organized and operated exclusively for such purposes. 
(b) No part of the net earnings of the Corporation shall inure to the benefit of, or 
be distributable to, its directors, officers, or other private persons, except that the Corporation 
shall be authorized and empowered to pay reasonable compensation for services rendered and to 
make payments and distributions in furtherance of its tax-exempt purposes. 
(c) No substantial part of the activities of the Corporation shall be carrying on 
propaganda, or otherwise attempting to influence legislation, or participating in or intervening in 
(including the publication or distribution of statements) any political campaign on behalf of, or in 
opposition to, any candidate for public office. 
 

ARTICLE III 
MEMBERSHIP 

There shall be no Members. 
 

ARTICLE IV 
BOARD OF DIRECTORS: SELECTION, TERM OF OFFICE 

Section 1. Number. The Board of Directors shall consist of between three (3) and 
fifteen (15) Directors, and the number of Directors may be increased or decreased from time to 
time, by resolution of the Board of Directors, but there at no time shall be less than three (3) 
Directors, and a Director’s term may not be shortened by a reduction in the Board’s size. 
Irrespective of the number of Directors at any given time, no more than forty-nine percent (49%) 
of the members of the Board of Directors shall be “financially interested persons” as defined by 
Section 713-A of the Act. 
Section 2. Manner of Selection. All vacancies or increases in the Board of Directors 
shall be filled by the remaining members of the Board at any regular meeting of the Board or at a 
special meeting of the Board called for that purpose. A Director elected to fill a vacancy shall be 
elected for the unexpired term of his or her predecessor in office. 
Section 3. Term and Vote. The Directors shall be elected at the annual meeting of the 
Corporation by a majority vote of the Directors then serving in office. The terms of Directors 
shall be staggered. Initial Board members shall serve staggered terms of one, two, and three 
years. Thereafter, Board members shall serve three-year terms with approximately one-third of 
the Directors elected at each annual meeting. Each Director shall hold office until the annual 
meeting when his or her term expires and until his or her successor has been elected and 
qualified, except in cases of death, resignation or removal of the Director. No Director shall 
serve more than three consecutive terms, after which they must take a minimum of two years off 
from serving as a Director before being eligible to be reconsidered for nomination as a Director. 
The individual then serving as the Corporation’s Head of School (regardless of whether his or 
her title is “Head of School,” “Headmaster” or “Executive Director”) shall be a non-voting 
member of the Board of Directors. All other Directors will each have one vote on Corporation 
matters. 
Section 4. Qualifications. Whenever possible, Directors shall bring skills, expertise, 
perspective, and qualifications as established by the Board and delineated in a Board recruitment 
plan and Director job description. 
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Section 5. Compensation. No Director will receive compensation for any service 
rendered to the Corporation as a Director. However, any Director may be reimbursed for actual 
expenses incurred in the performance of his or her duties as a Director. 
Section 6. Resignation and Removal. Any Director may resign by giving written 
notice of his or her resignation from the Board to the President or Secretary of the Corporation. 
Such resignation shall take effect at the time specified in such notice and the acceptance of such 
resignation shall not be necessary to make it effective. Any Director may be removed from 
office, with or without cause, by a majority vote of all Directors then serving in office. 
 

ARTICLE V 
POWERS AND DUTIES OF THE BOARD OF DIRECTORS 

The Board of Directors will have the powers and duties necessary for the administration 
of the affairs of the Corporation, consistent with purpose of the Corporation, its Articles of 
Incorporation, these Bylaws, and the Act. The Board shall select, employ, and manage the 
Corporation’s Head of School, who shall have responsibility for the day to day operations of the 
school, including hiring and managing all staff. The Board is responsible for setting the overall 
policy and strategic direction for the Corporation. The Board may further delegate authority to 
committees or to individual Directors as it deems necessary for carrying out the purposes and 
business of the Corporation, consistent with the provisions of the Act governing public benefit 
corporations. 
 

ARTICLE VI 
MEETINGS OF DIRECTORS 

Section 1. Annual Meeting. The annual meeting of Directors shall normally be held 
during the month of August each year, or on such other date as may be fixed by the Board of 
Directors. 
Section 2. Regular Meetings. Regular meetings of the Board of Directors will be held 
at such regular times as set by the Board of Directors, at such place and hour as may be fixed 
from time to time by resolution of the Board. Should a regularly scheduled meeting fall upon a 
legal holiday, then that meeting will be held at the same time on the next day that is not a legal 
holiday. 
Section 3. Special Meetings. Special meetings of the Board of Directors will be held 
when called by the President of the Corporation, or by any two Directors, after not less than three 
days’ notice to each Director. 
Section 4. Notice of Meetings of the Board of Directors. Written notice stating the 
place, day, and hour of the meeting and the agenda for the meeting, except as herein otherwise 
provided, shall be given by mailing the same at least three days before the meeting, or by 
sending notice by email or facsimile transmission at least one day before the meeting to the usual 
business or residence address of the Director. The notice will include copies of the proposed 
minutes of the previous meeting if the minutes have been prepared by the Secretary. 
Section 5. Quorum. A majority of the Directors then in office shall constitute a 
quorum for the transaction of business at any meeting of the Board of Directors. Except as may 
otherwise be required by law or the Articles of Incorporation, the act of a majority of the 
Directors present at any meeting at which a quorum is present shall be the act of the Board of 
Directors. 
Section 6. Waiver of Notice. Attendance of a Director at any meeting will constitute a 
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waiver of notice of such meeting, except when a Director attends a meeting for the express 
purpose of objecting to the transaction of any business because the meeting is not lawfully called 
or convened. Before, at, or after any meeting of the Board of Directors, any Director may waive 
in writing notice of such meeting, and such waiver will be deemed equivalent to the giving of 
such notice. Neither the business to be transacted at, nor the purpose of, any regular or special 
meeting of the Board of Directors need be specified in the waiver of notice of such meeting. 
Section 7. Action Taken Without a Meeting. The Directors will have the right to take 
any action which they could take at a meeting in the absence of a meeting by obtaining the 
written approval of all the Directors. Any action so approved will have the same effect as though 
taken at a meeting of the Directors. 
Section 8. Telephone Meetings. Members of the Board of Directors or of any 
committee designated thereby may participate in a meeting of the Board or of such committee by 
means of conference telephone or similar communications equipment by means of which all 
persons participating in the meeting can hear each other, and participating in a meeting in such a 
manner by any member who does not object at the beginning of such meeting to the holding 
thereof in such manner shall constitute presence in person at such meeting. 
Section 9. Committee Meetings. Committee meetings may be held without notice at 
such time and at such place as shall from time to time be determined by the committee. 
Committees of the Corporation shall keep regular minutes of their proceedings, and report these 
minutes to the Board of Directors when required. 
 

ARTICLE VII 
OFFICERS 

Section 1. Enumeration of Officers. The officers of the Corporation will be a 
President, Treasurer, and a Secretary. The Board of Directors may also elect one or more Vice 
Presidents, (one of whom may be designated by the Board of Directors as the Executive Vice 
President), and such other officers or assistant officers as the Board determines necessary. 
Section 2. Election and Term for Officers. The Governance Committee shall present a 
slate of officers to the Board of Directors. All officers shall be elected by the Directors at their 
annual meeting and shall hold office for a term of one year. Each officer shall continue in office 
until his or her successor has been elected and qualified, or until his or her death, resignation, or 
removal. An officer may serve more than one term in the same office, but no more than three 
consecutive terms in the same office. 
Section 3. Special Appointments. The Board of Directors may elect such other officers 
as the affairs of the Corporation may require, each of whom will hold office for such period, 
have such authority, and perform such duties as the Board may from time to time determine. 
Section 4. Resignation and Removal. Any officer may be removed from office with or 
without cause by the Board of Directors. Any officer may resign at any time by giving written 
notice to the Board of Directors, the President, or the Secretary. Such resignation will take effect 
on the date of receipt of such notice or at any later time specified in the notice, and unless 
otherwise specified in the notice, the acceptance of such resignation will not be necessary to 
make it effective. 
Section 5. Vacancies. A vacancy in any office may be filled by appointment by the 
Board of Directors. The officer appointed to such vacancy will serve for the remainder of the 
term of the officer replaced. 
Section 6. Multiple Offices. Any two or more offices may be held by the same person 
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except for the President and Vice President positions. 
Section 7. Duties. The duties of the officers are as follows: 
(a) President. The President shall preside at all meetings of the Board of 
Directors, and shall supervise the affairs of the Corporation and perform any other such duties as 
may be assigned to the office by the Board of Directors. 
(b) Vice President. The Vice President, if any, or if more than one, the 
Executive Vice President, will act in the place and stead of the President in the event of his or her 
absence, inability, or refusal to act, and will exercise and discharge such other duties as may be 
required by the Board of Directors. 
(c) Secretary. The Secretary will record the votes and keep the minutes of all 
meetings and proceedings of the Board of Directors and shall keep or cause to be kept minutes of 
all meetings of any committees formed by the Board of Directors; serve notice of meetings of the 
Board of Directors; be responsible for maintaining such books, documents, and papers as 
required by law or by the Board of Directors; be responsible for filing such annual reports with 
the Secretary of State as may be required by law; and, perform such other duties as required by 
the Board of Directors. 
(d) Treasurer. The Treasurer will receive and deposit in appropriate bank 
accounts all monies of the Corporation and will disburse such funds as directed by resolution of 
the Board of Directors; sign all checks of the Corporation unless the Board specifically directs 
otherwise, and co-sign all promissory notes of the Corporation; keep proper books of account; 
prepare an annual budget and a statement of income and expenditures to be presented to the 
Board at their regular meeting, and deliver or make copies available of each to the Directors; and 
act as chair of the Finance Committee. If the Corporation should have no Vice President, the 
Treasurer will act in the place and stead of the President in the event of his or her absence, 
inability, or refusal to act, and will exercise and discharge such other duties as may be required 
by the Board of Directors. 
ARTICLE VIII 
COMMITTEES 
Section 1. General. By resolution, the Board of Directors may create committees and 
task forces as needed in addition to the standing committees noted in Section 2 below. These 
additional committees and or task forces may consist of persons who are not members of the 
Board and shall act in an advisory capacity to the Board. 
Section 2. Standing Committees 
(a) Executive Committee. The Executive Committee will consist of five (5) 
members from the Board of Directors. Except for the power to amend the Articles of 
Incorporation and Bylaws, the Executive Committee shall have all of the powers and authority of 
the Board of Directors in the intervals between meetings of the Board of Directors, subject to the 
direction and control of the Board of Directors. 
7 
(b) Other Standing Committees. Other standing committees of the 
Corporation will include the following, the functions and operations of which shall be specified 
in Committee Charters adopted by the Board of Directors from time to time: 
Finance Committee 
Governance Committee 
Academic Excellence Committee 
Development Committee 
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Section 3. Meetings and Action of Committees. Meetings and action of committees 
shall be governed by, noticed, held, and conducted in accordance with the provisions of these 
Bylaws concerning meetings of the Board of Directors. The Board of Directors may also adopt 
rules and regulations pertaining to the conduct of meetings of committees to the extent that such 
rules and regulations are not inconsistent with the provision of these Bylaws. 
 

ARTICLE IX 
EXECUTION OF INSTRUMENTS 

Section 1. Contracts and Instruments. Contracts and other instruments (not 
including routine instruments) to be executed by the Corporation shall be signed, unless 
otherwise required by law, by the President. The President, signing alone, is also authorized and 
empowered to execute in the name of this Corporation all routine instruments arising in the day 
to day operation of the business of this Corporation. The Board of Directors may authorize any 
person or persons, whether or not an officer of the Corporation, to sign any contract or other 
instruments, and may authorize any such officer or other person to delegate, in writing, all or any 
part of such authority to any other person or persons. 
Section 2. Notes, Checks, and the Like. All notes, drafts, acceptances, checks, 
endorsements and all evidences of indebtedness of the Corporation shall be signed by the 
Treasurer or other such person or persons and in such manner as the Board of Directors may 
from time to time determine. 
 

ARTICLE X 
GIFTS AND CONTRIBUTIONS 

Section 1. Deposit and Use of Contributions. Unless otherwise provided by the donor, 
all contributions received by the Corporation shall be invested by the Treasurer of the 
Corporation in accordance with the advice and consent of the Board of Directors. 
Section 2. Restricted Gift. No gift may be accepted by the Corporation which is subject 
to restrictions which are inconsistent with the Corporation’s status as a tax exempt, public charity 
under the provisions of the IRC or any corresponding, subsequently enacted Federal tax law. 
The limitations and restrictions upon any grant, gift, donation, bequest or devise shall be 
observed strictly unless it shall be determined by the Board of Directors that changed conditions 
or other reasons shall have rendered the application of the gift, donation, bequest or devise for 
the purpose provided illegal, unnecessary or impracticable or that the purposes of the gift, 
donation, bequest or devise have been fulfilled or have become impossible to fulfill, in which 
event said funds shall be administered for such other purpose of the Corporation as will best 
carry out the intentions of the donor or testator and as may be sanctioned by law. 
 

ARTICLE XI 
INDEMNIFICATION 

Section 1. Indemnification. The Directors, officers, employees, and agents of the 
Corporation shall not be individually or personally liable for the debts or obligations of the 
Corporation and shall be indemnified by the Corporation against all financial loss, damage, cost, 
and expense (including attorney’s fees) reasonably incurred by or imposed upon them in 
connection with or resulting from any civil or criminal action, suit, proceeding, claim, or 
investigation in which they may be involved by reason of any action taken or omitted to be taken 
by them in good faith as a Director, officer, employee or agent of the Corporation. 
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Section 2. Prudent Care. Indemnification is subject to the condition that a majority of a 
quorum of the Board of Directors comprised of those Directors who are not parties to such 
action, suit, proceeding, claim, or investigation, or if there be no such quorum, independent 
counsel selected by a quorum of the entire Board of Directors, shall be of the opinion that the 
person requesting indemnification acted in good faith and in the reasonable belief, under the 
circumstances, that his or her actions were in the best interests of the Corporation, or that such 
person took or omitted to take such action in reliance upon advice of counsel for the Corporation 
or acted on information furnished by an officer or employee of the Corporation and accepted in 
good faith by the person seeking indemnification. 
Section 3. Benefit. The indemnification provided herein shall inure to the benefit of the 
heirs, executors, or administrators of any Director, officer, employee or agent and shall not be 
exclusive of any other rights to which such party may be entitled by law or under any resolutions 
adopted by the Board of Directors. 
Section 4. Insurance. The Directors shall procure insurance covering the Directors, 
officers, employees and any agents of the Corporation against any liability incurred in such 
capacity or arising out of his or her status as such. 
 

ARTICLE XII 
AMENDMENTS 

These Bylaws may be altered, amended, or repealed in whole or in part at a regular or 
special meeting of the Board of Directors, by a vote of a majority of a quorum of Directors 
present in person or by proxy, but any amendment of Articles II, IV or XII will require approval 
of all Directors. 
 

ARTICLE XIII 
MISCELLANEOUS 

Section 1. Fiscal Year. The fiscal year of the Corporation will begin on the first day of 
July and end on the last day of June every year, except that the first fiscal year will begin on the 
date of incorporation. 
Section 2. Conflicts of Documents. In case of any conflict between the Articles of 
Incorporation and these Bylaws, the Articles of Incorporation will control. 
Section 3. Books, Records, and Reports. 
(a) Annual Report. The President of the Corporation shall cause to be prepared 
annual reports or other reports required by law and shall provide copies to the Board of 
Directors. 
(b) Permanent Records. The Corporation shall keep current and correct records 
of the accounts, minutes of the meetings and proceedings of the Corporation. Such records shall 
be maintained at the registered office or the principal place of business of the Corporation. Any 
such records shall be in written form or in a form capable of being converted into written form. 
Adopted by the Board of Directors on ______________, 2015 
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● Tab 24.  Documentation that the applicant is a Maine nonprofit corporation has 
filed an application for exemption (Form 1023) with the Internal Revenue Service 
or has a notice of exemption. 
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  Tab 25. Conflict of Interest Policy (covering Board Members and key administrators) 
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Snow  Pond Arts Academy 
 

Conflicet of Interest 
 
 

Article I 
Purpose 

  

The purpose of the conflict of interest policy is to protect Snow Pond Arts Academy’s 

(“Organization”) interest when it is contemplating entering into a transaction or arrangement that 

might benefit the private interest of an officer, director, or other interested person of the 

Organization or might result in a possible excess benefit transaction.  This policy is intended to 

supplement but not replace any applicable state and federal laws governing conflict of interest 

applicable to nonprofit and charitable organizations. 

  

Article II 
Definitions 

  

1.                  Interested Person.  Any director, principal officer, member of a committee with 

governing board delegated powers, or agent or employee who can influence the actions of the 

Organization, who has a direct or indirect financial interest, as defined below, is an interested 

person. 

  

2.                  Financial Interest.  A person has a financial interest if the person has, directly or 

indirectly, through business, investment, or family: 

  

a.                   An ownership or investment interest in any entity with which the Organization has 

a transaction or arrangement, 

  

b.                  A compensation arrangement with the Organization or with any entity or individual 

with which the Organization has a transaction or arrangement, or 

  

c.                   A potential ownership or investment interest in, or compensation arrangement with, 

any entity or individual with which the Organization is negotiating a transaction or arrangement. 
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Compensation includes direct and indirect remuneration as well as gifts or favors that are not 

insubstantial. 

  

A financial interest is not necessarily a conflict of interest.  Under Article III, Section 2, a person 

who has a financial interest may have a conflict of interest only if the appropriate governing 

board or committee decides that a conflict of interest exists. 

  

Article III 

Procedures 

  

1.                  Duty to Disclose.  In connection with any actual or possible conflict of interest, an 

interested person must disclose the existence of the financial interest and be given the 

opportunity to disclose all material facts to the directors and members of committees with 

governing board delegated powers considering the proposed transaction or arrangement. 

  

2.                  Determining Whether a Conflict of Interest Exists.  After disclosure of the financial 

interest and all material facts, and after any discussion with the interested person, s/he shall leave 

the governing board or committee meeting while the determination of a conflict of interest is 

discussed and voted upon.  The remaining board or committee members shall decide if a conflict 

of interest exists. 

  

3.                  Procedures for Addressing the Conflict of Interest.  

  

a.                   An interested person may make a presentation at the governing board or committee 

meeting, but after the presentation, s/he shall leave the meeting during the discussion of, and the 

vote on, the transaction or arrangement involving the possible conflict of interest. 

  

b.                  The chairperson of the governing board or committee shall, if appropriate, appoint a 

disinterested person or committee to investigate alternatives to the proposed transaction or 

arrangement. 

  

c.                   After exercising due diligence, the governing board or committee shall determine 

whether the Organization can obtain with reasonable efforts a more advantageous transaction or 

arrangement from a person or entity that would not give rise to a conflict of interest. 

  

d.                  If a more advantageous transaction or arrangement is not reasonably possible under 

circumstances not producing a conflict of interest, the governing board or committee shall 

determine by a majority vote of the disinterested directors whether the transaction or 

arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and 
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reasonable.  In conformity with the above determination, it shall make its decision as to whether 

to enter into the transaction or arrangement. 

  

4.                  Violations of the Conflicts of Interest Policy. 

  

a.                   If the governing board or committee has reasonable cause to believe a member has 

failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis 

for such belief and afford the member an opportunity to explain the alleged failure to disclose. 

  

b.                  If, after hearing the member’s response and after making further investigation as 

warranted by the circumstances, the governing board or committee determines the member has 

failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary 

and corrective action. 

  

Article IV 

Records of Proceedings 

  

         The minutes of the governing board and all committees with board delegated powers 

shall contain: 

  

a.                   The names of the persons who disclosed or otherwise were found to have a 

financial interest in connection with an actual or possible conflict of interest, the nature of the 

financial interest, any action taken to determine whether a conflict of interest was present, and 

the governing board’s or committee’s decision as to whether a conflict of interest in fact existed. 

  

b.                  The names of the persons who were present for discussions and votes relating to the 

transaction or arrangement, the content of the discussion, including any alternatives to the 

proposed transaction or arrangement, and a record of any votes taken in connection with the 

proceedings. 

  

Article V 

Compensation 

  

a.                   A voting member of the governing board who receives compensation, directly or 

indirectly, from the Organization for services is precluded from voting on matters pertaining to 

that member’s compensation. 
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b.                  A voting member of any committee whose jurisdiction includes compensation 

matters and who receives compensation, directly or indirectly, from the Organization for services 

is precluded from voting on matters pertaining to that member’s compensation. 

  

c.                   No voting member of the governing board or any committee whose jurisdiction 

includes compensation matters and who receives compensation, directly or indirectly, from the 

Organization, either individually or collectively, is prohibited from providing information to any 

committee regarding compensation. 

  

Article VI 

Annual Statements 

  

         Each director, principal officer and member of a committee with governing board 

delegated powers shall annually sign a statement which affirms such person: 

  

a.                   Has received a copy of the conflicts of interest policy, 

  

b.                  Has read and understands the policy, 

  

c.                   Has agreed to comply with the policy, and 

  

d.                  Understands the Organization is charitable and in order to maintain its federal tax 

exemption, it must engage primarily in activities which accomplish one or more of its tax-

exempt purposes. 

  

Article VII 

Periodic Reviews 

  

         To ensure the Organization operates in a manner consistent with charitable purposes and 

does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be 

conducted.  The periodic reviews shall, at a minimum, include the following subjects: 

  

a.                   Whether compensation arrangements and benefits are reasonable, based on 

competent survey information, and the result of arm’s length bargaining; and 

  

b.                  Whether partnerships, joint ventures, and arrangements with management 

organizations conform to the Organization’s written policies, are properly recorded, reflect 

reasonable investment or payments for goods and services, further charitable purposes and do not 

result in inurement, impermissible private benefit or in an excess benefit transaction. 
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Article VIII 

Use of Outside Experts 

  

         When conducting the periodic reviews as provided for in Article VII, the Organization 

may, but need not, use outside advisors.  If outside experts are used, their use shall not relieve the 

governing board of its responsibility for ensuring periodic reviews are conducted. 

  

  

  

  

  

  

  

  

Adopted by the Board of Directors on ______________, 2015 
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C.2 Governing Board Composition 
 

  
BOARD PROFILE, SKILLS AND EXPERIENCE 
 

  
BOARD MEMBER 

CURRENT 

OCCUPATION/FOCUS 
RELEVANT EXPERIENCE AND QUALIFICATIONS 

  
Scott Cowger 

Owner, Maple Hill Farm Inn Former Maine State senator and representative, 

leadership, business owner, board service, 

fundraising, outreach, communications, engineering 

Greg Fahy Dean of College of Arts and 

Science, University of Maine, 

Augusta 

  
Administrative, educator; leadership 

Anne Hammond Land Developer. Treasurer 

Messalonskee Lake 

Association, Chair of Oakfest 

Municipal and school district financial and program 

auditor, community leader, nonprofit board service, 

financial, entrepreneur, startups; fundraising, Sidney 

resident 

  
Gail Levinsky 

Associate Professor of Music, 

Susquehanna University 
Music educator, former camper of New England 

Music Camp, current faculty of New England Music 

Camp; fundraiser for music programs 

  

  

  
Robert Moody 

  
VP/ Chief Operations 

Officer/Interim President, 

Maine Academy of Natural 

Sciences/Good Will-Hinckley 

  

  
Educational leadership; strategic planning, 

fundraising, charter school administration and 

leadership, new school development 

  
Julie Richard 

  
Executive Director, Maine 

Arts Commission 

Organization development (board service, executive 

director, governance, grant administration, fiscal 

oversight, fundraising) primarily focused on the arts 

Tom Vigue Organic farmer; retired stone 

mason 
Small business owner, Sidney resident, community 

leader, strategic thinker 

  
John Wiggin, Interim 

President** 

  

President, New England 

Music Camp Association; 

Snow Pond Center for the 

Arts Executive Director, 

Founder of Snow Pond Arts 

  
Comprehensive business and real estate 

development, financial, entrepreneur, insurance, 

construction, commitment to the arts, outreach, 

communications, Sidney resident 
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Academy 

 
  
**John Wiggin will serve as a Director and Officer until the initial meeting of the Board of 
Directors to be held in September 2015, at which time his successor shall be duly elected 
  
The CEO/Head of School will serve as an ex officio non-voting member of the Board. 
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● Tab 26.  Governing Board Resumes 
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Tom Vigue  

Biographical Statement 
  
I was born and grew up here in this central Maine area.  Graduated from Waterville High School 

and UMO.  Degree in plant and soil sciences.  Served six years in the National Guard.  Worked a 

few years as a baker and school cafeteria cook.  Worked about a decade in the garden seed 

business.  Worked two decades as an independent stone mason.  Built my own stone house 

where I currently live.  Most of my time now is devoted to small scale organic farming.  

Involved in the Maine Organic Farmers and Gardeners Association, teaching occasional 

workshops relating to small scale organic farming/gardening.  Currently actively involved in a 

Maine Heritage Orchard project, which is both a land reclamation project (abandoned sand pit) 

and a preservation of our apple heritage.  Goal is to establish approximately 500 apple trees, each 

one a different variety, about 170 already planted.  The heritage preservation is being done in the 

context of demonstrating a futuristic vision of an orchard, a permaculture of diverse other species 

of fruit and nut bearing plants.  I currently serve as a member of the town of Sidney Planning 

Board. 
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Anne Hammond 

Bio 
  
A Maine native, Anne lives with her husband, Ned, on Messalonskee Lake in 

Oakland. After receiving a Bachelor of Science Degree in Business 

Administration, she worked for the Maine Department of Audit performing 

Municipal and School Administrative District Financial and Program Audits 

throughout the state. She then transitioned to the private sector consulting 

with municipalities to help develop and maintain their computer/financial 

systems and conducting pre audit reviews. 
  
Anne & Ned (a retired Delta Airline Captain) have also been involved with 

Real Estate and land development since the mid 1980's. Both are Board 

Members of Friends of Messalonskee Lake where Anne serves as Treasurer 

and are members of the Belgrade Area Lake Trust organization. She is also 

Treasurer and Board Member on the Town of Oakland's Special Events 

Committee which helps to support local nonprofits and has been involved in 

community affairs for many years. 
  
Anne & Ned are avid skiers, boaters & equestrians, splitting their time 

between Sugarloaf Mountain and their farm in Oakland. 
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● Tab 27.  Board Profile (a matrix of qualifications and experience to be 
represented on the board).  
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BOARD PROFILE  

 
 

  
BOARD MEMBER 

CURRENT 

OCCUPATION/FOCUS 
RELEVANT EXPERIENCE AND QUALIFICATIONS 

  
Scott Cowger 

Owner, Maple Hill Farm Inn Former Maine State senator and representative, 

leadership, business owner, board service, 

fundraising, outreach, communications, engineering 

Greg Fahy Dean of College of Arts and 

Science, University of Maine, 

Augusta 

  
Administrative, educator; leadership 

Anne Hammond Land Developer. Treasurer 

Messalonskee Lake 

Association, Chair of Oakfest 

Municipal and school district financial and program 

auditor, community leader, nonprofit board service, 

financial, entrepreneur, startups; fundraising, Sidney 

resident 

  
Gail Levinsky 

Associate Professor of Music, 

Susquehanna University 
Music educator, former camper of New England 

Music Camp, current faculty of New England Music 

Camp; fundraiser for music programs 

  

  

  
Robert Moody 

  
VP/ Chief Operations 

Officer/Interim President, 

Maine Academy of Natural 

Sciences/Good Will-Hinckley 

  

  
Educational leadership; strategic planning, 

fundraising, charter school administration and 

leadership, new school development 

  
Julie Richard 

  
Executive Director, Maine 

Arts Commission 

Organization development (board service, executive 

director, governance, grant administration, fiscal 

oversight, fundraising) primarily focused on the arts 

Tom Vigue Organic farmer; retired stone 

mason 
Small business owner, Sidney resident, community 

leader, strategic thinker 

  
John Wiggin, Interim 

President** 

  

President, New England 

Music Camp Association; 

Snow Pond Center for the 

Arts Executive Director, 

Founder of Snow Pond Arts 

Academy 

  
Comprehensive business and real estate 

development, financial, entrepreneur, insurance, 

construction, commitment to the arts, outreach, 

communications, Sidney resident 

 



 
 

Snow Pond Arts Academy Charter School Application / 473  

**John Wiggin will serve as a Director and Officer until the initial meeting of the Board of 
Directors to be held in September 2015, at which time his successor shall be duly elected 
  
The CEO/Head of School will serve as an ex officio non-voting member of the Board. 
 
 

● Tab 28.  List of officers and committee chairs and an organization chart depicting 
each role and relationship. 
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TAB 28 
  
Officers, Committee Chairs, and Organizational Chart 
  
The initial Board of Directors meeting will take place during the month of September 2015 at 
which time officers will be elected and committee chairs will be appointed. In the interim, John 
Wiggin will serve as President of the corporation and is authorized to execute and file, or cause 
to be filed all documents relating to the business of the Corporation. A copy of the Directors 
Action by Consent evidencing this authorization is set forth below. 
  
Governance Principles 
 
In order for a charter board of directors to function effectively, the corporation shall have 
standing committees. Effective board committees engage the Board in strategic dialogue and 
help the board facilitate decision-making. The role of the committee can be to prepare 
recommendations for the board, to decide that a matter doesn’t need to be addressed by the 
full board, to advise staff, and in some cases, to take on significant projects. 
  
Relevant SPAA By Laws provisions 
  
Article VII: Officers 
  
Section 1: The officers of the Corporation will be a President, Treasurer and Secretary.  The 
Board of Directors may also elect one or more Vice Presidents. 
  
Article VIII: Committees 
  
Section 1: By resolution, the Board of Directors may create committees and task forces as 
needed in addition to the standing committees noted in Section 2 below. 
  
Section 2: Standing Committees 
  
(a) Executive Committee 
  
The Executive Committee will consist of five (5) members from the Board of Directors. 
Except for the power to amend the Articles of Incorporation and Bylaws, the Executive 
Committee shall have all of the powers and authority of the Board of Directors in the intervals 
between meetings of the Board of Directors, subject to the direction and control of the Board 
of Directors. 
  
(b) Other Standing Committees: Other standing committees of the Corporation will include the 
following, the functions and operations of which shall be specified in Committee Charters 
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adopted by the Board of Directors from time to time: Finance, Governance, Development 
(Fundraising) Academic Excellence. 
  
 
Organizational Chart 
 
The overall organizational chart is below: 
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 The detail for the Board of Directors and the Committees is below: 
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Criteria for Recruitment 
  
Initial board recruitment criteria are as set forth in Section C1 and reiterated here for ease of 
reading. Additional board member recruitment will take place during September and October 
with a special emphasis on identifying additional board members who are willing to participate 
on a fundraising campaign steering committee that will serve as an adjunct to the staff at Snow 
Pond Center for the Arts and its fundraising consultants. Other board member needs: 
individuals who have a legal, financial, and technology experience. 
 

 
Building Leadership-Recruiting Board Members 

  
A key ingredient to increasing a nonprofit organization’s impact in the community it serves is 

having the right people on the team. Critical to this team are its board members. Having the 

right people with the right skills helps the organization achieve its strategic goals. 

Therefore, the first questions that the organization should consider as it starts to formulate its 

board recruiting plans are: 

➢ What are our key strategic priorities? 

 

➢  What new skills or expertise might we need on our board to help us achieve 

those priorities? 

 

Skills and expertise: 

● Fundraising 

● Experience on a nonprofit board 

● Marketing 

● Event planning 

● Financial 

● Educator/administrator 

● Music and other arts educators 

● Leadership in the community 

● Success in business 

● Technology 
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● Legal 

 

Diversity: 

The most effective boards are those that are able to bring together a diverse group of people that bring 

a range of thought and perspective. Boards must think about diversity as they fill these board positions. 

It can’t be an add-on at the end. 

● Age, gender, ethnicity, racial 

● Geographic 

  

Other Factors: 
● Network capital: What is the potential board member’s network and reputation capital? 

● Group dynamics: Will they add to the positive dynamic of the board- i.e. do they play 

well with others? 

● Look for people whose motive is to advance the mission rather than their own personal 

gain. 

● People who are good listeners and who ask probing, thoughtful questions.” 

● Have an entrepreneurial spirit 

 

Once you determine that a candidate meets the skill/expertise requirement, further due 

diligence is required: 

 

There are three key questions you should ask board candidates: 

 

1. How have you already demonstrated a passion for organizations like ours? 

Passion for the mission can take many forms. It could be as straightforward as previous nonprofit board 

experience or volunteer experience for a similar organization. A plus will be a passion for the arts and 

the role it can play in shaping a town, a region, a state and a society. 

 

2. Do you fundamentally have the time to serve on our board? 

People familiar with nonprofit board service said that those who are new to the sector often 

underestimate the amount of time required to be an effective board member. In fact, the time 

commitment for many nonprofit boards can be substantial. All board members must be able to meet 

the basic requirements of board service. At most nonprofits this means, at a minimum, preparing for 

and attending 12 board meetings a year and serving on at least one board committee. The time 

commitment may exceed this for newly formed organizations, as they will need to participate in board 

retreats dedicated to defining mission, vision and values and strategic planning. If, for example, a 

candidate already serves on a few other boards, it is fair to ask whether they have adequate time to 

devote to yours. 
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3. Are you able to meet the board fundraising requirement? 

All board members will be expected to make a financial contribution to the fundraising initiatives. The 

amount will be up to the individual. In addition, they must be willing to assist with the fundraising by 

identifying and cultivating prospects and stewarding donors. 

  
The expertise and experience of the members of the SPAA governing Board in educational 
programming, arts education, fundraising, training, community engagement, financial 
management, government affairs, and school leadership will ensure SPAA’s viability, 
sustainability and success. 
  
Board members will be expected to acknowledge their commitment to fulfill their 
responsibilities as outlined in Section 1 and for achieving the Standards for Effective Board 
Governance outlined in Section 1 and repeated here for ease of reading. 
 
 

 

Standards for Effective Charter School Governance 

 
 
Standard #1 ‒ Focus Relentlessly on Student Achievement 
Effective boards: 
 
Govern to fulfill the mission of the school and the promises of the charter 

● Believe in the mission of the school 
● Assume ultimate responsibility for school and student success 
● Use student data to inform and drive board decisions 

 
Know whether students are on track to achieve at high levels 

● Agree on the definition of academic excellence 
● Understand how student achievement is measured at the school 
● Regularly review indicators of student success to measure progress towards 

school goals 
 
 
Standard #2 ‒ Ensure Exceptional School Leadership 
Effective boards: 
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Hire and Support a Strong School Leader 

● Confirm that the school has the right leader who can manage the school to 
achieve its goals 

● Cultivate a trusting, candid relationship with the school leader, addressing 
challenges proactively 

● Maintain an effective partnership between the school leader and board chair 
● Champion the school leader 
● Rely on a documented school leader succession plan when managing a school 

leader transition 

 
Evaluate and Hold the School Leader Accountable 

● Collaborate with the school leader each year to establish his/her annual goals 
● Evaluate the leader each year using a formal, clear, and transparent process 
● Invest in ongoing professional development to support the leader’s progress 

towards his/her goals 

 
 
Standard #3 ‒ Commit to Exemplary Governance 
Effective boards: 
 
Build a High-Functioning and Engaged Board 

● Recruit and maintain a full slate of excellent board members who bring diverse 
skills, experience, and perspectives 

● Elect a board chair who can successfully lead the board and engage all members 
● Remove disengaged members from the board 
● Invest in the board’s development, providing orientation and ongoing training 

 
Implement Best Governance Practices 

● Adopt job descriptions for the officers, committees, and board members and 
require that each board member sign an annual agreement, committing to fulfill 
his/her responsibilities 

● Hold regularly scheduled, strategic meetings that are well-run and well-attended 
● Employ a robust committee structure to accomplish board work strategically and 

efficiently 
● Assess board performance annually, holding the board accountable for achieving 

its goals, functioning effectively, and governing well 

 
 
Standard #4: Act Strategically 
Effective boards: 
 
Determine the Strategic Direction for the School 

● • Oversee the development of a clear strategic plan that reflects the board’s 
vision and priorities for the school’s future 
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● Set annual goals for the school, board, and each board committee 
● Organize the board, its committees, and all meetings to advance the aims of the 

school’s annual goals and strategic plan 

 
Respect the Balance Between Oversight and Management 

● Define and build board-wide understanding of the oversight role of the board and 
the management role of the school leader 

● Discipline the board to insist on results and high performance but not dictate the 
means to achieve them 

● Give the school leader the autonomy and authority to manage the school while 
maintaining strong and close oversight 

 
 
Standard #5 ‒ Raise and Use Resources Wisely 
Effective boards: 
 
Manage Resources Responsibly 

● Ensure that all members understand the school’s finances, and provide training if 
necessary 

● Regularly and carefully review financial data, using it to make sound decisions 
that protect the school’s short- and long-term sustainability 

● Approve a budget each year that allocates resources strategically and is aligned 
with the student performance goals of the school 

 
Expand Awareness and Raise Funds 

● Set and meet realistic fundraising goals to provide any additional resources the 
school needs to reach its goals 

● Require that each board member make the school a top personal philanthropic 
priority each year 

● Call for all board members to help raise the school’s profile and cultivate donors 

 
 
Standard #6 ‒ Maintain Legal and Regulatory Compliance 
Effective Boards: 
 
Minimize Risks 

● Adhere faithfully to the legal and ethical duties of loyalty, obedience, and care 
● Ensure the development, board approval, and regular review of all school 

policies (e.g. policies governing safety, discipline, student and personnel 
conduct, finances, ethics, board and school operations) 

● Maintain the highest standards of transparency by accurately documenting 
meeting proceedings and board decisions 

● Apply sound business judgment by avoiding conflicts of interest, observing tax 
requirements, and maintaining liability insurance 
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Meet Expectations 
● Confirm that the school is proactively adhering to the legal requirements set forth 

by the authorizer, the federal and local government, and the IRS 
● Operate in accordance with bylaws and review bylaws at least every three years 
● Comply with the jurisdiction’s open meeting laws, where applicable, and provide 

training to all board members on its requirements and implementation 

 
 
 
 
 
 
A sample Board Commitment Statement is set forth below. 
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Snow Pond Arts Academy Charter School Application / 484  

THIS PAGE 

LEFT BLANK 

 
  



 
 

Snow Pond Arts Academy Charter School Application / 485  

 

D.  Business and Financial Services 

 
The preliminary plan is for the financial management to be a shared service with the Snow Pond 
Center for the Arts. It is important to leverage the system in place for reporting, payroll, 
benefits, and audit capabilities. The charter school will ultimately have a dedicated person 
working with the entire financial team to assure a strong and diverse infrastructure and ensure 
proper controls. This team will be working closely with a local CPA firm that will have the 
responsibility of completing the 990’s and with the several banking relationships already 
established (Bangor Savings, Bank of Maine, Kennebec Savings and Key Bank). All Charter 
School finances will be clearly separated as required. The current staff has members with with 
very strong skills in school administration (former superintendent) and financial skills (Snow 
Pond Center for the Arts CFO), who is well versed in fund accounting, system controls, 
developing policies and procedures, and non-profit reporting and auditing. We have included a 
current balance sheet as well as the projected 2015 operating plan for Snow Pond Center for 
the Arts. You will note that every program has its own bottom line accountability.  These forms 
are attached and also available in Appendix P.   
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D.1 Budget  
 

● System, Policies and Processes 
 
We will break the various departments down and develop policies and procedures for each 
regarding budget development and adherence to a process for expenditures, authorizations 
and responsibilities.  Payroll will be handled by outside payroll company, but the submission of 
payroll and any benefits will be handled by a process developed with the department heads, 
head of school, and the CFO. Many of the budget items are handled via the ‘Shared Service 
Agreement’ and monitored by the Oversight Committee. For example, Snow Pond Center for 
the Arts will receive bills for the internet, utilities, instruments, desks, chairs, etc. All of these 
types of items need to be allocated to the various programs in a fair manner as documented in 
the service agreement. 
 
We will simply work with our staff, board and the local accounting firm to build any additional 
controls and reporting requirements into the procedures manual.  The current system already 
handles the majority of the bills that will funnel thru the school and handles ‘payroll’ for over 
200 different individuals over the course of a year – many of which are seasonal employees. 
The charter school is not a significant add to what is already in place. 
 
We are in the process of gathering additional school financial policies to review, with the 
accounting firm and the Charter School board to add to the strong base that is already in place.  
This will include retention and security of financial, personnel, and student records. The 
financial system currently in place is Peachtree. I also anticipate using the Powerschool system 
for record keeping. 
 
You will notice in the proposed budget that there is a good balance of dollars allocated to 
academic excellence, on line learning, performing arts education and civic engagement. There is 
a strong relationship planned with the local colleges to leverage the best educators that already 
exist and teach in this area, while keeping the budget at a manageable level. The on line 
learning extends the schools reach, but the presence of fantastic local educators and a strong 
academic support team will assure both an individualized learning approach to each student 
with many opportunities for group and community interaction and engagement. The budget 
also leverages the existing facilities and relationships already established from the 80 year 
history of NEMC as well as the more current year round programs of the Community Music 
School and the Outreach and After School programs. We believe that the existing budget is very 
comprehensive while providing as complete and balanced education of any high school in 
Maine. As a comparison, the 3rd year budget is approximately $12000/student, a number lower 
than most of the high schools in this area while providing a more comprehensive and 
individualized learning model including extensive arts education for every student. 
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● Roles and Responsibilities 
 
In this case, there are more pieces than the administration and the school board. The governing 
board is ultimately responsible for the budget. The school administration must establish the 
preliminary budget based on the specific needs of the school. They will need to be working 
closely with the Oversight Committee on needs and allocations of all shared services. And in 
particular, will need to be working closely with the Board and the Development team to assure 
a constant revenue source to supplement the allocations from the state. It would be the hope 
of all of us that charter schools ultimately will be funded on a fair basis with the other public 
schools in the state but, we cannot assume that will be the case at any point in our future. Thus 
the Board and the Development team must also develop multiple strategies for funding such 
that there is no overdependence on any single source of revenue. With all of this information, 
the school administration needs to develop the budget or proposed changes to both current 
and future budgets– along with arguments, consequences and alternatives.  The Board will 
discuss and consider all submissions and ultimately decide the course. The administration will 
be given the final budget and be accountable for operating within that budget. 
  
The board is ultimately responsible for the budget, and the administration is responsible for 
adherence to it and the delegation of authority to maintain the budget. 
 
This delineation is explicitly defined in the roles and responsibilities covered in the bylaws, in 
the contractual arrangement with the Head of School and other administrative leaders, and in 
the shared service agreements. The organizational chart below and in Appendix T should also 
outline visually the roles and responsibilities. The biographies of all individuals involved provide 
adequate evidence of the depth of experience and understanding of these issues.  Please refer 
to Tab 26 for biographies and resumes.   
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● Annual Audit 
 
We intend to have an annual audit done by a local firm – specifying that part of the audit is to 
review adherence to procedures and specific authorization/chain-of-command issues.  
Results/deficiencies and recommendations to be presented to the governing board. 
 
In addition, all staff will be encouraged to bring any concerns with adherence to the 
administration. One of the very nice pieces of this formula and use of an ‘allocated’ system is 
the transparency of the numbers.  There are multiple parties looking at each expense item – in 
our case, the various program directors within Snow Pond are allocated costs for which they 
need to see, analyze, and approve. In addition, there is an Oversight Committee that will review 
allocations/ review year to date budget discrepancies of all programs / and recommend 
changes as needed on a real time basis. Reporting is on a monthly basis. 
 
 

● Ensuring Financial Transparency 
 
Monthly reports are produced primarily for internal purposes and as needed for Board of 
Directors meetings. More extensive Quarterly reports would be available upon request, and 
year-end financial reports will be published to the parents and available upon request. 
 

● Contracted Services 
 
Contractor will submit bids, qualifications and references.  The Administration will check 
references, do interviews, and make recommendations to the Board.  The board will review 
submissions and results of reference checks, make determination based on not only bid, but 
also background of qualifications, and track record of performance. 
 

● Submitted Charter School Budget Template 
 
The Charter School Budget Template can be found below and also in Appendix P.  For specific 
budget information regarding estimated Revenues and expenditures, please see the Budget 
Narrative in the following bullet point and Tab 29.   
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● Budget Narrative 
 
This budget has been developed over a 30 month period which included extensive dialogue 
with civic and business leaders, philanthropic organizations and area schools with a special 
emphasis on building partnerships with the local colleges and RSU 18.  The capacity of this 
charter school is much more driven by the financial capacity than the physical capacity of the 
Snow Pond Campus.  Simply said, the physical capacity is for 360 or more full time students.  
  
In year 3 (the first year where we have all 4 grades and 264 students), the current level of per 
pupil state funding would cover 78% of the total budget.  13.5 % would come from the state 
/federal grants, individual philanthropists, and corporate and foundation support.  The final 
8.5% comes from parent contributions, fund raising events and individual community 
donations.  The goal is to be independent of all state, federal and foundation support by year 4.  
We will continue to seek state/federal foundation support but would hope these contributions 
will be directed to facility and technical improvements, curriculum upgrades and more.  Year 4 
would have no need of operational support other than the other contributions and events 
mentioned above. 
  
Specifically, we have a comprehensive and broad plan to raise $2.0 million over the 4 year 
period from 9/1/15 – 8/31/19 which is our official start-up period. 
  
We have enclosed an illustrative  list of some of the resources available to us for grant 
purposes.  (Please see Appendix S.) A well staffed development team is already actively at work 
on several promising grants, recognizing that we could not submit these grant requests until 
this application was formally submitted. 
  
The board is working with Snow Pond Center on a residential model which would significantly 
increase the range of students that could apply.  There would be a fee outside of the charter 
school that would apply to this component which includes housing, food and supervision.  
Related to this is the feasibility of creating a small private arts academy for 70-100 students that 
would work collaboratively with this charter school.  This has merit in that it could potentially 
subsidize shortfall in state funding as well as provide both a more balanced instrumentation 
and broader cultural diversity.  We would of course assure you that all steps taken in this 
direction are within the established laws and guidelines for Maine Charter Schools. 
 
The NEMC Association, doing business as Snow Pond Center for the Arts has some capacity to 
absorb cash flow or revenue shortfalls via reduction in the facility lease or in the reduction of 
the cost of shared services.  Essentially this would mean that other programs at Snow Pond 
would, at least for some period of time, be subsidizing the charter.  This should be especially 
helpful in getting all pieces operational prior to grant funding starting to materialize. 
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The only debt the school would consider would be an equipment lease for smart boards, 
computers or other classroom equipment/supplies not normally utilized by Snow Pond Center 
for the Art. 
 
➢ Additional Information and Assumptions 

 
The general staffing assumption used is a 15:1 student to teacher ratio. It may be that 
the arts ratio will be a little lower closer to 12:1. It is anticipated that several of our 
teachers, both the academic side and the arts side, would be Masters or Doctoral level 
teachers that are currently adjuncts at one of the local colleges. We have planned for 1 
full-time special education person supported by 2 other staff members, 1 with a more 
math/science focus, the other with the language arts/history focus. We are envisioning 
this a bit more broadly than Special Education, rather looking at this as the initial 
staffing for an Academic Support unit providing support for our Response to 
intervention System to any student in need of academic support. Rich Abramson has 
agreed to be the Interim Head of School until the Board formally hires a permanent 
Head. He would begin immediately if our application is approved. We also would hire an 
Admissions/Student Services full time staff person as soon as possible, to begin the 
interviewing and marketing the school on as broad a basis as we can and as outlined in 
Section B. Most of the other key staffing needs are already in place with Snow Pond 
Center for the Arts and will be governed by the Shared Services Agreement. The budget 
presented represents our best guess at this moment of time on the proper allocation of 
time between rolls with the Arts Academy (charter school) and other responsibilities. 
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● Tab 29.  Budget for 3 years, including staffing schedule, enrollment by grade, 
benefits and other assumptions, opening year monthly cash flow analysis and 
pre-opening period budget and cash flow. 
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D.2 Financial Management  

 
The financial work will be provided as a shared service with Snow Pond Center for the Arts.  The 
dedicated finance resource of the school will have the primary responsibility for meeting 
procedure and reporting requirements and will have the support of the systems and resources 
of Snow Pond Center. The Oversight Committee will be closely involved as well. 
 
The Board will ultimately set the budget, and the administration, especially the Head of School 
is held accountable for adherence along with the finance resource.  Student records will be 
secured and stored per procedures and are the primary responsibility of the Admissions and 
Student Services staff person who will work very closely with the Head of School. This employee 
is a vital and significantly important role within the organization. 
 
The relationship of the chief financial officer to the Governing Board (Board finance committee) 
is still being worked out with the Board, the Oversight Committee, and documented on the 
shared services agreement. 
 
We fully understand the need to keep financials distinct for this separate legal entity and the 
importance of transparency. We have a very experienced Oversight Committee (7 Members) in 
place to assure compliance including Rob Moody – COO at Good Will-Hinckley and Means, Rich 
Abramson – former Supt of schools and Exec Dir at Good Will-Hinckley/Means, Kim Wiggin – 
Head of Academic Support at Suffield Academy. 
 
 

● Accounting Practices 
 
Again, we have the support and access to very skilled people, both with the new board and 
staff, and the success of New England Music Camp Association dba Snow Pond Center for the 
Arts over 80 years.   
 
Our intention is to purchase a tested state-of-the-art student recording keeping and SIS system.  
We will ensure that the system purchase connects with/aligns with the DOE system.  We have 
the expertise to with accounting standards and supports appropriate financial reporting, and 
will do so with the team that implements while keeping the DOE system always upfront and in 
sync. 
 

● System of Financial Controls 
 
Policies and procedures will cover the time frame of receipts and payments, and other cross-
checks and balances to ensure accuracy (such as batch reconciliation of credit card payments, 
deposits checks and balances).  Cash will be handled by reconciling tally sheet of ‘sales’ and 
actual cash – to be double counted by second person not involved in intake.  The policy and 
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procedures will cover all aspects of receivables and expendables, reconciliations and checks and 
balances. 
 
 
 
 

● Tracking Policies and Processes 
 
We anticipate this will be covered with the above mentioned student software system and will 
be the accountability of the Student Services coordinator.   
 
We are prepared to meet insurance, annual audit, monthly and annual financial reports and 
other key financial management obligations.  We provide an annual report of inventories of 
equipment, of buildings with   completed or contemplated improvements, records of testing of 
fire safety  equipment and alarms, records of maintenance of mechanical systems, and changes 
in student population (student days is the count we provide with our insurance package). 
Payroll records and job class for each are provided for the workers’ compensation audit. This 
includes providing evidence of insurance for contracted services or sub-contracted services. 
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D.3 Facilities  
 

● Facility Needs and Potential Facilities 
 
Snow Pond Arts Academy will utilize existing NEMC facilities on the Snow Pond Center for the 
Arts campus.  The NEMC Association has been running summer camps on this 40-acre campus 
for 80 years. Each year we are housing and feeding over 300 campers and staff all summer long. 
We have approximately 200 students/campers here at any one time. The educational facilities 
that we use for teaching have for the most part been winterized (or will be winterized) prior to 
the Charter School opening day.  The two things that we may need to add for a fall 2016 
opening is a lab space or science center and more administrative space, which will be done on 
the second floor of the lodge and explained further below. 
 
These facilities do or will meet all needs for the educational program and anticipated 
enrollment.  These facilities do or will conform to all applicable health, safety and occupancy 
requirements. 
 
We have included a campus map below (Also available in Appendix R and Tab 32) that identifies 
many of the major buildings and have included a balance sheet and 2015 budget which shows 
assets and expenses related to maintaining this entire infrastructure (Available in Appendix P 
and Tab 32). Note that we have 5 full time staff, 3 of which reside on the campground, who 
take care of the maintenance, cleaning, and renovations of this unique and special place. 
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School Address:   
8 Goldenrod Lane, Sidney, Maine 04330.  
 
School Property Details: 
The existing winterized space includes a 14,000 sq ft building which includes a performance 
auditorium, 7 classroom and rehearsal spaces, and a piano/composition lab. Other educational 
buildings include: a library (primarily music and instruments), dance/theater arts building, a 5 
room classroom building, and 2 larger classroom/ensembles buildings (about 600 sq ft each).  
 
This fall we will be winterizing and upgrading our dining hall (The Lodge) which will function as 
the dining hall and student center which will be on the main floor and we will create some 
administrative areas on both the first and second floors.  This is an 11,000 sq ft building. All 
buildings are ADA compliant and have security and alarm systems. 
 
The entire facility is internet accessible with a totally fiber network. Classrooms have both hard 
connections and wireless connections. The main performance and education center has a back 
up generator. 
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We have music stands and chairs for 250 , 3 complete sets of percussion equipment 
(orchestral), 12 grand pianos, 12 digital pianos, 40 upright pianos, and many specialty 
instruments that are occasionally needed in the brass, woodwind, and string family. 
 
Recreation includes tennis, basketball, soccer, physical fitness center (not winterized), 
volleyball, cross country skiing, and lakefront activities as well which will likely not be used 
during the school year other than ice skating/hockey in the winter. 
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● Facility Maintenance 
 
The facility is used year round and is maintained year round by a full time staff of 5 and 
additional part-time staff in the summer. The full time staff includes a cleaner, 2 
carpenters/craft workers, 1 for maintenance of all systems and repairs, 1 for stonework, 
landscaping, snow removal (all do this as needed). Costs are allocated across all programs 
based on student days or portion of days and on the facilities used. So a group that only uses 
the education and dining space does not pay for the residential space (which currently is used 
in the summer only). We would encourage all that have not been to this campus, to come. It is 
a remarkable and inspiring place to learn and has been maintained in the original historic 
setting. 
 
 

● Compliance with State and Local Health and Safety Requirement 
 
The facility is inspected every year by the Health Department, the Fire Marshall, the building 
code officers and is maintained at or above the standards expected by these departments. Our 
water is tested regularly as well. 
 
 

● Specific Lease of Purchase Terms 
 
A memorandum of understanding is included as Tab 31 to describe the shared services which 
includes the lease, utilities, maintenance, and other people resources needed to create a great 
school. At the end of this winter, we will have completed all of the “Phase 1” projects which 
include winterization and renovations of needed buildings plus the infrastructure to support all 
of that including parking, septic systems, domestic water, fire safety systems, mechanical 
systems (geothermal heating/cooling), 3-phase power, and the fiber network. Phase 2 new 
construction is scheduled to start fall of 2016 and includes the addition of 18,000 sq ft of 
educational and rehearsal space which will be needed by fall 2018. 
 
 

● Renovations 
 
As previously noted, The Lodge will be completely ready by May 2016 and tested over the 
summer as will the library and one ensemble building. 
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● Tab 30.  Room Schedule (number, size, function, anticipated class size) 
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CLASSROOM SCHEDULE 

  

Venue Dimensions 
(Total Square 

Footage) 

Capacity 
Additional Information 

Purpose 

Education 

Performance Center 
4500 Seating: 324 

Stage accommodation: 

70+ musicians (1300 sf.) 

Multi use building for 

all school meetings, 

lectures, performances, 

theater, dance, and 

social activities. 

        

Piano Lab & 

Multipurpose 

Educational Suite 

1200 Piano Lab: teacher module 

and 12 student stations. 
Multi use area that can 

be divided up to three 

rooms. 

        

Piano Studio A 285 Seating: 20 
Accommodations: 2 grand 

pianos 

  

Ensemble room 

        

Piano Studio B 100   Small rehearsal space 

        

Piano Studio C 100   Small rehearsal space 

        

Piano Studio D 140   Small ensemble room 

        

Piano Studio E 100   Rehearsal / Small 

Classroom 

        

Piano Studio F 120   Small rehearsal space 
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Theatre Arts 1500   Theatre, Dance, 

Choral, and large 

Classroom. 

        

Trustee’s Hall 1800 Total of 5 rooms: 
4 rooms are 300 sf. 
Seating: 8-12 
1 room 600 sf. 
Seating: 40 

Ensemble room 
5 classrooms 

        

Music Library 1366 4 rooms Library 
Instrument Storage 
Media Center 
Additional area for 

educational meetings 

        

Holton Jazz Suite 600   Multi use space as 

classroom and 

rehearsal. 

        

Lodge 11,000 2 floors 
Dining Hall 
Student Center 
Staff Lounge 

Multi use spaces for 

classroom and study 

space. 

        

Additional Spaces: 
• Bowl Stage 
• Chorale Room 
• Percussion Studio 
• Bass Studio 
• Small Rehearsal

 Space 
4-Ens. Rehearsal 

Rooms 

  
  
750 sf. 
500 sf. 
300 sf. 
80 sf. 

  

100-150 sf. 

  

  Multi use spaces for 

rehearsal, lessons, and 

performances. 
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● Tab 31.  Any leases or contracts 
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Memorandum of Understanding 
  

         This Memorandum of Understanding (“MOU”) is made as of this ____ day of 

______________, 2015, by and between New England Music Camp Association (“NEMC”), a 

Maine Nonprofit Corporation, and Snow Pond Arts Academy (“SPAA”), a Maine Nonprofit 

Corporation. This MOU confirms the intentions of NEMC and SPAA to enter into an agreement 

through which NEMC shall lease certain space to SPAA and each party shall provide certain 

services to the other party (the “Agreement”) if SPAA’s application for a public charter school is 

approved by the Maine Charter School Commission. The specific terms and conditions of the 

Agreement shall be negotiated at a later date and the parties wish to set forth certain 

understandings and clarifications to the terms and conditions of the Agreement, as follows: 

  

1.                  NEMC owns certain real property, improvements and equipment located at 8 

Goldenrod Lane, Sidney, Maine 04330 (the “Property”), which it utilizes to operate a summer 

music camp. During the camp’s offseason, NEMC will agree to lease all or a portion of the 

Property to SPAA pursuant to the terms and conditions of the Agreement. SPAA shall use the 

Property for the purpose of operating a public charter school at the Property and for providing 

ancillary services related to operating a public charter school. 

  

2.                  In addition to leasing the Property from NEMC, SPAA shall purchase support and 

administrative services from NEMC, and NEMC shall purchase support and administrative 

services from SPAA, or the parties shall contract to share such services, with all such services to 

be used by each party in connection with its respective charitable activities and purposes.  Such 

support and administrative services shall include, but not be limited to: (a) development services; 

(b) fundraising services; (c) communications services; (d) food services; (e) information 

technology services; (f) financial/accounting services; and (g) transportation services. 

  

3.                  SPAA and NEMC shall also contract to share, and/or one party shall provide to the 

other, the services of personnel including, but not limited to, (a) an arts and music director and 

(b) arts and music instructors. 

  
4.                  SPAA and NEMC agree to discuss and negotiate the terms and provision of the 

Agreement in good faith. In the event that the Maine Charter School Commission approves 

SPAA’s public charter school application, the specific provisions of the Agreement contemplated 

in this MOU shall be negotiated by an Oversight Committee comprised of Board members and 

other representatives of SPAA and NEMC, and ultimately approved by the Board of Directors of 

each organization. If SPAA’s public charter school application is not approved, neither SPAA 
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nor NEMC shall be obligated to enter into a lease or services agreement as contemplated by this 

MOU with the other party. 

  
5.                  This MOU may be amended upon the written consent of each party. 

Notwithstanding any contrary provision herein, this MOU may be terminated in whole or in part 

by either party for convenience or cause at any time. Said termination shall be in writing and 

effective upon receipt of notice of termination, or such other date as is specific in the termination 

notice. 

  

SIGNATURE PAGE FOLLOWS 

IN WITNESS WHEREOF, the parties have caused their duly authorized representatives to 

execute this Agreement. 
  

New England Music Camp Association 

  

  

__________________________________ 

By: 

Its: 

Dated: ____________________, 2015 

Snow Pond Arts Academy 

  

  

__________________________________ 

By:    

Its:     

Dated: ____________________, 2015 
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● Tab 32.  A schedule of furnishings and fixtures 
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D.4 Transportation  
 

● Provided and Contracted Transportation 
 
We anticipate having a primary contract with the RSU18 transportation unit, RSU18 operates 
their own system of buses and maintains them. We will also be exploring a contract with other 
school districts (or their respective contract providers). The transportation plan is very similar to 
that used by Baxter Academy. The current thinking is that we may have as many as 6 bus routes 
each that begin in a accessible traffic area around the 12-15 mile radius of this campus. The 6 
routes might include Belgrade, Fairfield, Winslow, Vassalboro/Augusta, Manchester, 
Oakland/Sidney – all would be adjusted as needed based on enrollment. Students outside this 
12-15 mile radius would need to get to the beginning point of the route. A student from 
Winthrop or Monmouth for example would need to get to the drop location along Route 202 in 
Manchester. 
 
We have budgeted $4500/week for 34 weeks = $900/day for 6 routes. This is $150/route or 
$75/per bus per day incoming and $75/bus per day outgoing. 
 
we have started discussions with Gary Smith (RSU18) and Gary Rosenthal (Winthrop) as 
beginning points. One point to mention which we feel is very important – it is our expectation 
that we will be working very closely with each of the school systems, not just on the high school 
level but also at the elementary and middle school level (with Community Music school 
programs). 
 
The general concept is to provide access to arts education or ensemble groups for all area 
students that want more of these opportunities (that are not provided at their school) without 
leaving their current high school. The fear music educators have is that their best musicians will 
leave to come to the arts academy – we would not want that to happen if the student is already 
having great success where they are. We would rather provide the arts as an extracurricular to 
enhance what is already in place. This will make music programs better – how this is 
accomplished we do not know as yet. This however, opens the possibility of students being 
bused to the Arts Academy (and back again) for arts enrichment and us trading education cost 
for busing costs. 
 

● Students with Disabilities 
 
Part of Snow Pond Arts Academy's special education funds will go towards contracted van 
services to provide transportation for students with disabilities. 
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● Tab 33.  Transportation Plan. 
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D.5 Insurance  
 

● Insurance Coverage 
 
An insurance quote is provided by Philadelphia Insurance (full quote is available in Tab 34), the 
current provider of the NEMC Association insurance, which provides a full package of required 
coverage:    

▪ Educators Legal Liability 
▪ Commercial General Comprehensive Liability that also expressly 

covers field trips and athletic participation 
▪ Employment Practices Liability 
▪ Sexual Abuse Liability (separate policy or a separate part of 

general comprehensive insurance with independent limits) 
▪ Automobile Liability 
▪ Excess Liability or Umbrella (i.e. bundled commercial general 

liability, directors’ and officers’ liability, employment practices 
liability, automobile liability and sexual abuse liability) 

▪ Workers Compensation Liability 
▪ Surety bond for the school’s chief financial officer in an amount to 

be determined based on the cash flow of the school 
▪ Property insurance to address business interruption and casualty 

needs including fire and other hazards, with replacement costs 
coverage for all assets listed in the Charter School’s property 
inventory and consumables 

▪ Property insurance for buildings used by the Charter School to 
fulfill the purposes of this charter and any contents acquired by 
the School with public funds.  The insurance obtained by the 
School shall provide the Commission with the ability to file a claim 
for any loss of property acquired with public funds 

 
This would actually be a separate package policy for a public school and the NEMC Association 
will maintain it’s ‘camp’ package. The insurer already has underwritten our risk, toured our 
facility, has a list of buildings, equipment, and more. Workers’ Compensation insurance is 
provided as well, currently with Maine Mutual. 
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Snow Pond Arts Academy 

Commercial Insurance Proposal 
   

                                                                                                                                

 Premium 
Location:                  8 Golden Rod Lane, Sidney, ME 04330 
  
Property:                  $6,919,724 Blanket Limit Buildings 
                                 $  450,000 Blanket Limit Business Personal Property 
                                 $1,800,000 Business Income 
                                                                                                                                

 $15,000 
General Liability:     $2,000,000   General Aggregate 
                                 $1,000,000   Products/Completed Operations 
                                 $1,000,000   Personal & Advertising Injury 
                                 $1,000,000   Each Occurrence 
                                 $  100,000    Rented To You 
                                 $ 5,000      Medical Expense Limit 
                                 $1,000,000   Abuse & Molestation 
                                 $1,000,000   Educators Professional Liability 
                                                                                                                                 $4,500 
Umbrella Liability:   $1,000,000   Limit 
                                                                                                                                 $2,500 
Workers Comp:        $500,000      Employers Liability 
                                                                                                                                 $4,500 
Directors & Officiers: $1,000,000   Limit                                                 
                                                                                                                              $1,800 
  
Total Annual Premium:                                                                                  

 $28,300         
  
Please refer to the full policy declarations for detailed coverage information.  
  
Thank you,  
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Danielle K Marquis  
 
 
 

● Tab 34. Certificates of Insurance 
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D.6 Food Service  
 

● Food Service Plan 
 
Snow Pond Arts Academy will utilize the on-site NEMC Association Food Services. 
 
The NEMC Association will have its’ own food service staff for year round food service. The staff 
will serve approximately 60,000 meals over the summer season. Based on the last few years of 
experience, meals cost $3.5/person for breakfast and lunch, and $5/person for dinner. Each 
meal consists of a meat/egg/yogurt protein, fruits, salads (not breakfast), vegetables, and 
beverages. There are always menus for special diets such as gluten free, vegetarian, and more.  
 
We have experienced almost anything possible over the 80 years of providing food service. We 
use local products where we can and are doing more of this each year. The kitchen is being 
remodeled and upgraded this winter to provide for greater storage and refrigeration as well as 
some new equipment.  
 
 

● Budget and Expenditure Assumptions 
 
The budget numbers assume a healthy snack for all kids every day at $2.00/snack and a full 
meal for 50% of the population at $3.50/lunch ($2 x 124  +  $3.50 x 62 = 465/day and about 
$79,000 over the course of the year. This assumes the other half bring their lunch with them. 
We are hopeful that over time, most will simply eat in our dining room with some additional 
cost to each of them. Costs in the budget represent student costs only. 
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D.7 Closure Protocol  
 

● Closure Protocol 
 

If the school needs to be closed for any reason by the SPAA Governing Board, notice of such 
action shall be sent to the Maine Charter School Commission and the Maine Department of 
Education within 5 calendar days of any official closure action taken by the Board. Should the 
MCSC or the Department initiate the closure action, timely notice will be sent to the SPAA 
governing Board. The notice by either party will include a description of the circumstances of 
the closure. Following receipt of such notice, the parties will develop a joint agreement on a 
closure date.   
  
Notification of all the parties will include all required items listed in the Closure Procedures.  A 
full and detailed list of these requirements can be found in Tab 36.   
  
 

● Records Policy 
 
School records will be kept in a file folder in the central office in a fireproof file cabinet.  
Attached to every cabinet will be a copy of our student records and policies.  A formal request 
for records will be required from any school to which a student wishes to transfer.  Our request 
for records regarding students transferring to other schools will have a 30 day deadline. 
  
SPAA will manage student records in accordance with Maine law and regulations as it has done 
through its history, including this past full year of operation for SPAA.  This well established 
system of records management will be adjusted to align with the needs of operating as a public 
charter school rather than as a magnet school. 
  
Closure procedures for SPAA will include the following plans for the transfer and maintenance 
of school and student records that will be completed within 30 days of closure: 

● Transfer and maintenance of personnel records in accordance with applicable law; 
● Provision of a list of students in each grade level and the standards they have completed 

to the entity responsible for overseeing the closure; 
● Provision of the students’ districts of residence to the entity responsible for overseeing 

the closure; and 
● Transfer and maintenance of all student records, state assessment results, and any 

special education records to the custody of the entity responsible for overseeing the 
closure, unless transferred to a different entity. 

● Submission of personnel records will include any employee records SPAA has.  They 
include, but are not limited to, records related to performance and grievance. 
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● Tab 35. School Closure Template 
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Maine Charter School Commission 

CLOSURE PLAN 

TAB 35. 
Approved 7-3-12 

4-24-14 Tab Change 
  
1.       Documentation of Closure Action: 
  
Should SNOW POND ARTS ACADEMY be closed for any reason by the SNOW POND ARTS 
ACADEMY Governing Board, notice of such action shall be sent to the Maine Charter School 
Commission (“MCSC”) and the Maine Department of Education (“DOE”) within 5 calendar 
days of any official closure action taken by the Board. Should the MCSC or the Department 
initiate the closure action, timely notice will be sent to the SNOW POND ARTS ACADEMY 
governing Board. The notice by either party will include a description of the circumstances 
of the closure. Following receipt of such notice, the parties will develop a joint agreement 
on a closure date.  The parties will send a joint notice of closure to:  
  
·         Parents or guardians of students; 
·         Maine Charter School Commission; 
·         The Maine Department of Education; 
·         The special education local plan area in which the school participates; 
·         The retirement systems in which the school’s employees participate; and 
·         Collaborative partners in the local community. 
  
Notification of all the parties will include at least the following: 
  
·         The effective date of the closure; 
·         The name(s) of and contact information for the person(s) handling inquiries 
regarding the closure; 
·         The students’ school districts of residence; and 
·         How parents or guardians may obtain copies of student records, including specific 
information on completed courses and standards met toward graduation requirements. 
  
In addition to the four required items above, notification to the DOE and MCSC will also 
include: 
  
·         A description of the circumstances of the closure; and 
·         The location of student and personnel records. 
  
In addition to the four required items above, notification to parents, guardians, and 
students will include: 
  
·         Step by step instructions as well as essential information on how to transfer the 
student to a school that can meet their needs both educationally and geographically; 
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·         A certified packet of student information that may include grade reports, discipline 
records, immunization records, and any other appropriate information; 
·         Information on student completion of college entrance requirements for all high 
school students affected by the closure. 
The Board of SNOW POND ARTS ACADEMY will announce the closure to any school 
districts that may be responsible for providing education services to the former students of 
the charter school.  These districts can then assist in facilitating student transfers. 
  
If a closure should occur it will happen at the end of an academic year as long as it is 
feasible to maintain a legally compliant program until then.  If for some reason SNOW 
POND ARTS ACADEMY reverts to non-charter status, notification of this change will be 
made to all parties listed in this section. 
  
2.      School and Student Records Retention and Transfer: 
  
School records will be kept in a file folder in the central office in a fireproof file cabinet.  
Attached to every cabinet will be a copy of our student records and policies.  A formal 
request for records will be required from any school to which a student wishes to transfer.  
Our request for records regarding students transferring to other schools will have a 30 day 
deadline. 
  
SNOW POND ARTS ACADEMY will manage student records in accordance with Maine law 
and regulations as it has done through its history, including this past full year of operation 
for SNOW POND ARTS ACADEMY.  This well established system of records management 
will be adjusted to align with the needs of operating as a public charter school rather than 
as a magnet school. 
  
Closure procedures for SNOW POND ARTS ACADEMY will include the following plans for 
the transfer and maintenance of school and student records that will be completed within 
30 days of closure: 
  
·         Transfer and maintenance of personnel records in accordance with applicable law; 
·         Provision of a list of students in each grade level and the standards they have 
completed to the entity responsible for overseeing the closure; 
·         Provision of the students’ districts of residence to the entity responsible for 
overseeing the closure; and 
·         Transfer and maintenance of all student records, state assessment results, and any 
special education records to the custody of the entity responsible for overseeing the 
closure, unless transferred to a different entity. 
Submission of personnel records will include any employee records SNOW POND ARTS 
ACADEMY has.  They include, but are not limited to, records related to performance and 
grievance. 
  
3.      Financial Close-out: 
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Within 60 days after receiving notification of closure, the DOE and MCSC will notify SNOW 
POND ARTS ACADEMY and the Board if it is aware of any liabilities the school owes the 
state.  These may include overpayment of apportionments, unpaid revolving fund loans or 
grants, or other liabilities.  An audit will be conducted after the school has been closed or 
the school has had a status change. 
  
an independent final audit will take place within six months after the closure of the school 
that includes: 
  
·         An accounting of all financial assets.  These may include cash and accounts receivable 
and an inventory of property, equipment, and other items of material value; and 
·         An accounting of all liabilities.  These may include accounts payable or reduction in 
apportionments due to loans, unpaid staff compensation, audit findings, or other 
investigations. 
A plan for completing and filing of any annual reports will include the following sections: 
  
·         Preliminary budgets 
·         Interim financial reports 
·         Second interim financial reports 
·         Final unaudited reports 
These reports must be submitted to the DOE and MCSC in the form required.  These reports 
will be submitted as soon as possible after the closure action, but no later than the required 
deadline for reporting for the fiscal year. 
  
4.      Disposition of Liabilities and Assets: 
  
A closeout audit to be completed within twelve months of announcement of closure will 
determine the disposition of all liabilities of SNOW POND ARTS ACADEMY as well as ensure 
disposal of any net assets remaining after all liabilities have been paid or otherwise 
addressed.  Such disposal includes, but is not limited to: 
  
·         The return of any donated materials and property according to any conditions set 
when the donations were accepted. 
·         The return of any grants and restricted categorical funds to their source according to 
the terms of the grant or state and federal law. 
·         The submission of final expenditure reports for any entitlement grants and the filing 
of Final Expenditure Reports and Final Performance Reports, as appropriate. 
After closure, assets of SNOW POND ARTS ACADEMY will be distributed first to satisfy any 
outstanding payroll obligations for employees and then to creditors.  Any remaining assets 
purchased with public funds provided through this Charter shall be returned to the 
Treasurer of State for a public purpose to the extent required by 20-A M.R.S. §2411(8) or 
its successor. 
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E. Education Service Providers 
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Snow Pond Arts Academy is expecting to contract on a limited basis with K12 to help us 

complete a "blended" model of instruction for our students.  SPAA is intending K12 to provide 

the online content for some of the core academic subjects utilizing their curriculum which is 

consistent with Maine's Learning Results and consistent with the educational philosophy of 

SPAA.  Snow Pond Arts Academy will provide the classroom teachers and any needed 

academic support for each of our students who will be taking their instruction utilizing the K12 

courses.  In addition, Snow Pond anticipates using the Middlebury Foreign Language 

component of K12's offerings.  The scope of our work with K12 is detailed in the Term Sheet 

included in Tab 38. 
 

The decision to incorporate online learning was based on the perceived advantages including all 

of the following: 
● Research indicates that a mixture of blended learning is at least as effective as face-to-

face learning alone (Means, et al., 2013).  

●  Blended learning builds student skills in self-regulation, independence, and self-efficacy. 

● Blended learning is becoming a significant and relevant component of many educational 

models - and is prevalent throughout higher education curricula. It is important that 

students become comfortable with the process and “learn”   how to effectively learn from 

online tools. Learning how to use these resources and tools effectively allows students to 

engage in topics that are most appealing to them throughout their lifetime. 

● Blended learning increases the scope and variety of topics available to students and 

allows them to move through these courses at a pace that is appropriate for them 

● Blended learning fits the proficiency based individualized academic model we seek for 

our students, while allowing our teachers to provide classroom topics to stimulate group 

dialogue, critical thinking, and collaborative problem solving. 

● Blended learning creates the feasibility of a wider range of students coming to Snow 

Pond. Wider range in this case means two things: students from a more distant 

geographic region and students from the Home-Schooled Community. We believe this 

model will be particularly attractive to this group. And while we want every student to 

come to Snow Pond every day, those from outside 20 miles may find that difficult 

especially if the weather forecast is not ideal. This model allows these students to 

participate remotely with both the online learning and ‘Skype’ the classroom discussions. 

● The online system allows teachers to track progress of each student and to quickly 

identify those that are in need of some additional academic support. 

 
Means, B. T., Y; Murphy,R.F.; Baki,M. (2013). The Effectiveness of Online and Blended 

learning: A Meta-Analysis of the Empirical Literature. Teachers College Record, 115(3), 1-47. 
 
Fees that have been built into the budget are: $200/semester per student, which is $400/ student 

each year. This cost assumes that Snow Pond provides the teacher and the academic support. If 

all 124 students took 1 academic course the cost would be $49,600. We have budgeted for 4 

academic courses per semester for every student and 1 Foreign Language or other elective(s) for 

each semester for each student. If we cannot provide the teacher, we will use the K12 teacher, 

and the cost of that is $400/semester (instead of $200). 
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● Tab 36.  Education Service Provider (ESP) background information 

 
 

K12 ESP BACKGROUND INFORMATION 
 

MISSION 
K12 Inc. was founded with the mission of applying the advances in technology to provide 
children access to a high-quality public school education regardless of their geographic 
location or socio-economic background. Given the geographic flexibility of technology based 
education, they believed that the pursuit of this mission can help address the growing 
concerns regarding the regionalized disparity in the quality of public school education, both 
in the United States and abroad. The convergence of these concerns and rapid advances in 
Internet technology created the opportunity to make a significant impact by deploying a 
high quality online learning system on a flexible, online platform. 
 
HISTORICAL PROFILE 
In September 2001, after 18 months of research and development of their curriculum, K12 Inc. 
introduced their kindergarten through 2nd grade offering. They launched their initial online 
learning system that year in virtual public schools in Pennsylvania and Colorado, serving 
approximately 900 students in the two states combined. They added new grades over the first 
seven years (now serving PreK-12) and continue to provide education, administrative, and 
technology services in more online public schools every year. They have also launched 
hybrid programs that combine face-to-face time in the classroom with online instruction and 
opened an online private school to reach students worldwide. 
 
K12 has provided over 2 million courses - core subjects, AP®, world languages, credit recovery, 
and electives - to more than 200,000 students worldwide. In the 2013-2014 school year, K12 
served 125,000 full-time students in public schools in two-thirds of the states and the District of 
Columbia, which equates to more than one million online semester courses. 
 
QUALIFICATIONS 
K12 is the country’s leading provider of curriculum and school services to independent charter 
schools and district programs. K12 Inc. is a publicly traded company listed on the New York 
Stock Exchange (NYSE: LRN). It is accredited through AdvancED, the world’s largest 
education community, including such members as NCA, SACS, and CITA. K12 is the largest 
national K-12 online school provider to be recognized by AdvancED. 
 
Maine Virtual Academy’s (MEVA) mission is to develop each student’s full potential with 
learner-centered instruction, research-based curriculum and educational tools and resources to 
provide a high quality learning experience for grade 7-12 students who are in need of alternative 
educational options. This will be accomplished through the provision of a high-quality, online 
public charter school that will build a community of students, families, and educators and will be 
supported by our proposed relationship with K12. Since their inception in 2000, K12 has 
invested in the development of curriculum and online learning platforms that promote mastery of 
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core concepts and skills for students of all ability levels. Their approach combines cognitive 
science with individualized learning and is well suited for virtual charter schools like MEVA. 
Assets that K12 provides: 

● A comprehensive catalog of middle school and high school online courses aligned to the 

eight Maine content areas, the Maine Learning Results, the Common Core State 

● Standards and the Next Generation Science Standards 

● High quality offline instructional materials 

● Innovative online technology and tech support 

● A learning management system—the engine that drives the learning experience--that 

captures assessment data and student progress through each course while it integrates the 

efforts of students, learning coaches, and teachers to feed data-driven instruction and 

promote mutual interaction and engagement focused on helping all students meet or 

exceed all proficiency and competency standards 

● A secure, web-based student information management system to serve many school 

needs such as enrollment, report cards, state reporting, school operations, etc. 

● A wide variety of professional development offerings for teachers and administrators 

● Multiple tools for secure communication and collaboration 

● Developmentally appropriate design 

 
K12 is unique in the education industry because of its direct involvement in every component of 
the educational development and delivery process. Most educational content, software and 
service providers typically concentrate on only a portion of that process, such as publishing 
textbooks, managing schools or providing testing and assessment services. This traditional 
segmented approach has resulted in an uncoordinated and unsatisfactory education for many 
students. Unburdened by legacy, K12 has taken a holistic approach to the design of their learning 
system. They have developed an engaging curriculum which includes online lessons delivered 
over their proprietary school platform. The ESP combines this with a rigorous assessment system 
to test and assess students and processes to manage school performance and compliance. In 
addition, the professional development programs delivered by the ESP provides educators with 
the new teaching skills necessary to effectively meet the needs of their students in an online 
environment and will enable teachers to better utilize technology for instruction. K12’s  
learning system is designed to maximize the performance of the schools they serve and 
enhance student academic achievement. 
 
For more information, visit: www.k12.com 
 
 
  

http://www.k12.com/
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● Tab 37.  List of schools managed by the ESP and contact information 
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● Tab 38.  ESP executed or draft contract  
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SECTION III 

 

Appendix 

 

Appendix A 

State Charter School Commission Executive Summary 
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Appendix B 

Letters of Support 

 
B.1. Jenny Elowitch, Artistic Director, Portland Chamber Music Festival and Arts Director,  
 Walnut Hill School 
 
B.2.  Julie Richards, Former Executive Director, Maine Arts Commission 
 
B.3. Hayden Anderson, Executive Director, Maine Humanities Council 
 
B.4. Laurie Lachance, President, Thomas College 
 
B.5. Rick Hopper, President, Kennebec Valley Community College 
 
B.6. Ross Cunningham, CEO & President, Kennebec Valley Community College 
 
B.7. Rebecca Wyke, Interim President, University of Maine at Augusta 
 
B.8.  Dan Lugo, Colby College 
 
B.9.  Beth Lorigan, MEVA CEO, Maine Virtual Academy 
  
B.10. Board, Maine Virtual Academy 
 
B.11.   Kelly Couture, Selectman,  Town of Sidney     
  
B.12. Kim Lindloff,  CEO and President,  Mid-Maine Chamber of Commerce       
 
B.13.  David Faulkner, Executive Director, Day One 
 
B.14.  Peter Lee, The Instrument Exchange 
 
B.15. Christine Little,  Parent, Snow Pond Community Music School 
 
B.16.  Scott Cowger,  Former Legislator, Owner,  Maple Hill Farm Inn 
 
B.17. Mark Johnston, Former President, Kennebec Savings Bank 
 
B.18 Gail Rizzo,  Co Owner, Lakepoint Real Estate 
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B.1. 
Jenny Elowitch 

Artistic Director, Portland Chamber Music Festival and Arts Director,  Walnut Hill School    
 

  

  

  

Maine Charter School Commission 

c/o John Wiggin 

Snow Pond Arts Academy 

8 Goldenrod Lane 

Sidney, MA 04330 

August 24, 2015 

  

  

To Whom It May Concern: 

  

Please accept this letter of enthusiastic support for the approval of Snow Pond Arts 

Academy’s application to the Maine Charter School Commission. 

  

I grew up in Portland and attended New England Music Camp – owned and operated by 

the Wiggin family at the Snow Pond location in Sidney -- for four eight-week sessions 

from 1977–1980. The thirty-two weeks I spent at NEMC were pivotal in setting me on a 

course to become a successful professional musician, and my gratitude for that 

experience is immeasurable. As a student in Maine, my access to a community of 

young classical musicians was very limited --- much as it is today. The ability for 

students like me to immerse myself in music there was truly invaluable. 

  

After attending NEMC and thriving there with other dedicated young musicians, my 

family decided to send me to the New England Conservatory Preparatory School 

weekly for the next six years. Following my graduation from NEC as a high school 

senior, I went on to receive degrees in violin performance from the Eastman School of 

Music of the University of Rochester (NY) and the Yale School of Music. 

  

Today, I am Director of Music at Walnut Hill School for the Arts in Natick, MA and am 

also very involved in the Maine arts scene as Co-Founder and Artistic Director of the 

Portland Chamber Music Festival. PCMF just completed its 22nd Summer Season this 

past week. 
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I am inspired by the vision of Snow Pond Arts Academy to bring a wonderfully rich 

musical and academic environment to an area of Maine in great need of strong arts 

education. My experience at New England Music Camp years ago and my continuing 

knowledge of the strength of the camp give me great confidence in Snow Pond’s ability 

to bring this new school to life as a positive force in our state. 

  

Sincerely, 

  

Jennifer Elowitch 

Director of Music, Walnut Hill School for the Arts 

Co-Founder and Artistic Director, Portland Chamber Music Festival 
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B.2.  

Julie Richards 
Executive Director, Maine Arts Commission 
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B.3. 

Hayden Anderson 
Executive Director, Maine Humanities Council 
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B.4. 
Laurie Lachance 
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President, Thomas College 
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B.5. 

Rick Hopper 
President, Kennebec Valley Community College 
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B.6. 
Ross Cunningham 
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CEO & President, Kennebec Valley Community College 
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B.7. 

Rebecca Wyke 
Interim President, University of Maine at Augusta 
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B.8.  
Dan Lugo 
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Colby College 
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B.9.  

Beth Lorigan, CEO 
Maine Virtual Academy 
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B.10. 
Board 

Maine Virtual Academy 
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B.11 

Kelly Couture 
Selectman,  Town of Sidney     
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B.12. 

Kim Lindloff 
CEO and President,  Mid-Maine Chamber of Commerce       
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B.13.  

David Faulkner 
Executive Director, Day One 
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B.14. 

Peter Lee 
The Instrument Exchange                   
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B.15. 

Christine Little 
Parent, Snow Pond Community Music School 
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B.16. 

Scott Cowger 
Former Legislator, Owner,  Maple Hill Farm Inn 
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B.17. 

Mark Johnston 
Former President, Kennebec Savings Bank 
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Snow Pond Arts Academy Charter School Application / 647  

 
B.18. 

Gail Rizzo 
Co Owner, Lakepoint Real Estate       
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Appendix C 

Snow Pond Center for the Arts Programming Overview 
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Appendix D 

New England Secondary School Consortium’s  
Global Best Practices Research Summary 

and 

Global Best Practices for Secondary Learning 
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Appendix E 

Standards Rubrics 

 
English/Language Arts:  
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Math: 
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Science: 
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Technology:  
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Social Studies:   
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Visual Arts:  
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World Languages:  
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Health and Physical Education:  
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Career and Education Development:  
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Appendix F 

Eureka Math Program 
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Appendix G 

Habits of Mind 
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Appendix H 

Unit Plan Example 
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Appendix I 
Four Year Sequence Table 

 
 

Subject Grade 9 Grade 10 Grade 11 Grade 12 Requirements 

Math Algebra I or 

Geometry 

60 min. 5 

days a wk. 

Geometry or 

Algebra II 

60 min. 5 

days a wk. 

Algebra II 

or 

Pre-Calculus 

60 min. 5 

days a wk. 

Pre-Calculus or 

Calculus/Trigonometry 

60 min. 5 days a wk. 

4 Years 

Science/ 
Engineering/ 

Technology 

Biology 

4 hours per 

week 
Engineering/ 

Technology 

1 hr./wk. 

Environment

al Science 

4 hours per 

week 

Engineering/ 

Technology 1 

hr./wk. 

Chemistry 

4 hours per 

week 
Engineering/ 

Technology 

1 hr./wk. 

Physics 

4 hours per week 

Engineering/ 

Technology 1 hr./wk. 

4 Years 

English/ 

Social 

Studies 

English I 

(Literature, 

writing) 

integrated 

with 

History 

(Ancients: 

5000 B.C.- 

A.D. 400) 

2 hours 5 

days a wk. 

English II 

(Literature, 

writing) 

integrated 

with History 

(Medieval – 

Early 

Renaissance) 

2 hours 5 

days a wk. 

English III 

(Literature, 

writing) 

integrated 

with 

History 

(Late 

Renaissance 

– Early 

Modern) 

2 hours 5 

days a wk. 

English IV 

(Literature, writing) 

integrated with 

History (Modern) 

2 hours 5 days a wk. 

4 Years 
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Arts Arts Major 

plus 

elective 

Minimum 2 

hours 5 

days a wk. 

Arts Major 

plus electives 

Minimum 2 

hours 5 days 

a wk. 

Arts Major 

plus 

electives 

Minimum 2 

hours 5 

days a wk. 

Arts Major plus 

electives 

Minimum 2 hours 5 

days a wk. 

4 years 

Health/P.E. Personalized 

Plan 

including 

individual 

and/or 

team 

sports, 

health and 

wellness 

activities 

and Health 

Education 

Module 

2.5 hours/ 

week 

Personalized 

Plan 

including 

individual 

and/or team 

sports, health 

and wellness 

activities and 

Health 

Education 

Module 

2.5 

hours/week 

Personalized 

Plan 

including 

individual 

and/or 

team 

sports, 

health and 

wellness 

activities 

and Health 

Education 

Module 

2.5 hours/ 

week 

Personalized Plan 

including individual 

and/or team sports, 

health and wellness 

activities and Health 

Education Module 

2.5 hours/week 

Years 

World 

Languages 

Choose 

from: 

Latin 

Spanish 

French 

German 

Chinese 

Japanese 

30 min. 5 

days a wk. 

Choose from: 

Latin 

Spanish 

French 

German 

Chinese 

Japanese 

30 min. 5 

days a wk. 

Choose 

from: 

Latin 

Spanish 

French 

German 

Chinese 

Japanese 

30 min. 5 

days a wk. 

Choose from: 

Latin 

Spanish 

French 

German 

Chinese 

Japanese 

30 min. 5 days a wk. 

A minimum 

of two years 

of one 

language 
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Appendix J 

Ross Greene's Collaborative and Proactive Solutions 
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Appendix K 



 
 

Snow Pond Arts Academy Charter School Application / 871  

Str
en
gt
hs 
an
d 

Dif
fic
ult
ies 
Qu
est
io
nn
air
e 

 
 

  



 
 

Snow Pond Arts Academy Charter School Application / 872  

 

Appendix L 

Snow Pond Arts Academy Marketing Piece 
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Appendix M 
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Examples of Teacher Evaluations 

 

Setting Professional Goals 
  

As illustrated in the examples below, develop goals that are specific, measurable, 

achievable, relevant and time-bound (SMART). 
  

Example 1: I will build a repertoire of at least 10 close reading strategies, along 

with scaffolds and models by January 2015. 
 

Example 2: I will incorporate into each of my four major units an element of 

choice for students in demonstrating learning in vocabulary acquisition, by March 

1, 2015. 
  

Goal 
Specific, Measurable, Achievable, 

Relevant, Time-bound 

  

Targeted Standard 

Indicators 

Of Core 

Propositions 

  
  

Goal 
Specific, Measurable, Achievable, 

Relevant, Time-bound 

  

Targeted Standard 

Indicators 

Of Core 

Propositions 

  

Goal 
Specific, Measurable, Achievable, 

Relevant, Time-bound 

  

Targeted Standard 

Indicators 

Of Core 

Propositions 
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Implementation Planning 
  

Instructions: As a first step, develop an action plan that will support you as you 

work toward accomplishing your goals. In the first column of the table below, 

describe actions you will take to achieve your goal. Actions can include 

professional development opportunities, such as professional reading, workshops, 

coursework, peer observations, collaboration on curricular materials, leadership 

roles, etc. Actions may include something you are already doing, something new 

you’d like to try, or something an evaluator or administrator assigns). In the second 

column, explain how you will measure progress toward your goal and list 

anticipated evidence or artifacts you will collect to demonstrate attainment. In the 

third column, at the end of your plan, summarize how the evidence and artifacts 

you have gathered demonstrate growth and progress towards your goal, including 

how you have incorporated these experiences into your practice over an extended 

period of time.  
  

Actions 
(What you will do to achieve 

your goals?) 

Evidence of Progress 
(What specific student outcomes 

will tell you that you have met 

your goal? What 

evidence/artifacts might you 

collect?) 

Significance of Evidence of 

Professional Growth Related to the 

Goal  
(To be completed at the end of the plan) 

How does each item provide clear evidence 

of the desired outcome? 
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Appendix N 

Standards for Effective Charter School Governance 

 

Standards for Effective Charter School Governance 

 
 
Standard #1 ‒ Focus Relentlessly on Student Achievement 
Effective boards: 
 
Govern to fulfill the mission of the school and the promises of the charter 

● Believe in the mission of the school 
● Assume ultimate responsibility for school and student success 
● Use student data to inform and drive board decisions 

 
Know whether students are on track to achieve at high levels 

● Agree on the definition of academic excellence 
● Understand how student achievement is measured at the school 
● Regularly review indicators of student success to measure progress towards 

school goals 

 
 
Standard #2 ‒ Ensure Exceptional School Leadership 
Effective boards: 
 
Hire and Support a Strong School Leader 

● Confirm that the school has the right leader who can manage the school to 
achieve its goals 

● Cultivate a trusting, candid relationship with the school leader, addressing 
challenges proactively 

● Maintain an effective partnership between the school leader and board chair 
● Champion the school leader 
● Rely on a documented school leader succession plan when managing a school 

leader transition 

 
Evaluate and Hold the School Leader Accountable 

● Collaborate with the school leader each year to establish his/her annual goals 
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● Evaluate the leader each year using a formal, clear, and transparent process 
● Invest in ongoing professional development to support the leader’s progress 

towards his/her goals 

 
 
Standard #3 ‒ Commit to Exemplary Governance 
Effective boards: 
 
Build a High-Functioning and Engaged Board 

● Recruit and maintain a full slate of excellent board members who bring diverse 
skills, experience, and perspectives 

● Elect a board chair who can successfully lead the board and engage all members 
● Remove disengaged members from the board 
● Invest in the board’s development, providing orientation and ongoing training 

 
Implement Best Governance Practices 

● Adopt job descriptions for the officers, committees, and board members and 
require that each board member sign an annual agreement, committing to fulfill 
his/her responsibilities 

● Hold regularly scheduled, strategic meetings that are well-run and well-attended 
● Employ a robust committee structure to accomplish board work strategically and 

efficiently 
● Assess board performance annually, holding the board accountable for achieving 

its goals, functioning effectively, and governing well 

 
 
Standard #4: Act Strategically 
Effective boards: 
 
Determine the Strategic Direction for the School 

● • Oversee the development of a clear strategic plan that reflects the board’s 
vision and priorities for the school’s future 

● Set annual goals for the school, board, and each board committee 
● Organize the board, its committees, and all meetings to advance the aims of the 

school’s annual goals and strategic plan 

 
Respect the Balance Between Oversight and Management 

● Define and build board-wide understanding of the oversight role of the board and 
the management role of the school leader 

● Discipline the board to insist on results and high performance but not dictate the 
means to achieve them 

● Give the school leader the autonomy and authority to manage the school while 
maintaining strong and close oversight 
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Standard #5 ‒ Raise and Use Resources Wisely 
Effective boards: 
 
Manage Resources Responsibly 

● Ensure that all members understand the school’s finances, and provide training if 
necessary 

● Regularly and carefully review financial data, using it to make sound decisions 
that protect the school’s short- and long-term sustainability 

● Approve a budget each year that allocates resources strategically and is aligned 
with the student performance goals of the school 

 
Expand Awareness and Raise Funds 

● Set and meet realistic fundraising goals to provide any additional resources the 
school needs to reach its goals 

● Require that each board member make the school a top personal philanthropic 
priority each year 

● Call for all board members to help raise the school’s profile and cultivate donors 

 
 
Standard #6 ‒ Maintain Legal and Regulatory Compliance 
Effective Boards: 
 
Minimize Risks 

● Adhere faithfully to the legal and ethical duties of loyalty, obedience, and care 
● Ensure the development, board approval, and regular review of all school 

policies (e.g. policies governing safety, discipline, student and personnel 
conduct, finances, ethics, board and school operations) 

● Maintain the highest standards of transparency by accurately documenting 
meeting proceedings and board decisions 

● Apply sound business judgment by avoiding conflicts of interest, observing tax 
requirements, and maintaining liability insurance 

 
Meet Expectations 

● Confirm that the school is proactively adhering to the legal requirements set forth 
by the authorizer, the federal and local government, and the IRS 

● Operate in accordance with bylaws and review bylaws at least every three years 
● Comply with the jurisdiction’s open meeting laws, where applicable, and provide 

training to all board members on its requirements and implementation 
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Appendix O 

Fiscal Sponsorship Grant Agreement 

 
 
 
John Wiggin 
President, New England Music Camp Association 
8 Goldenrod Lane 
Sidney, ME 04330 
  
  
Dear John: 
  
         Snow Pond Arts Academy (the “Academy”) seeks to enter into the attached fiscal 

sponsorship grant agreement with New England Music Camp Association for the purpose of 

facilitating fundraising activities related to the establishment of a public charter school in Sidney, 

Maine, to be known as “Snow Pond Arts Academy.”  The full details regarding this proposed 

public charter school are described in the Academy’s Application to the Maine Public Charter 

School Commission, a copy of which has been provided to you, and additional copies of which 

are available upon request.  All funds raised for use by the Academy pursuant to the attached 

fiscal sponsorship grant agreement shall be used solely to support the establishment and 

operation of the Academy as described in the Application.  
  
         We look forward to working with New England Music Camp Association as provided in 

the attached agreement as we strive to bring our vision for Snow Pond Arts Academy to fruition. 
  
                                                         Sincerely, 
  
  
  
                                                         _____________________ 
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FISCAL SPONSORSHIP GRANT AGREEMENT 

  

This Fiscal Sponsorship Grant Agreement (this “Agreement”) is entered into by and between 

New England Music Camp Association (“Grantor”), and Snow Pond Arts Academy (“Grantee”).  
  

RECITALS 
  

A.                Grantor has an Internal Revenue Service (“IRS”) determination letter of 

qualification under Section 501(c)(3) of the Internal Revenue Code of 1986, as amended (the 

“Code”) and is classified as a public charity under Code Sections 509(a)(1) and 170(b)(1)(A)(ii).  
B.                 The Grantee was formed as a Maine nonprofit corporation on August 20, 2015, and 

does not have an IRS determination letter of qualification under Section 501(c)(3) of the Code.  

The Grantee’s purposes include the creation and operation of a public charter school in the state 

of Maine. 
C.                The Grantee desires to have Grantor act as its fiscal sponsor for the purpose of 

soliciting and receiving gifts, grants, contributions and other revenues (collectively, “donations”) 

and granting such funds to the Grantee, subject to Grantor’s oversight, to be used exclusively in 

support of the Grantee’s project described in the cover letter accompanying this Agreement (the 

“Project”). 
D.                Grantor’s board of directors has determined that financial support of the Project will 

further Grantor's charitable goals and tax-exempt purposes. Grantor’s board of directors has 

authorized Grantor to enter into a fiscal sponsorship grant agreement with the Grantee whereby 

Grantor will receive donations on its own behalf and grant such funds to the Grantee in support 

of the Project, in accordance with the terms and conditions of this Agreement. 
NOW, THEREFORE, the parties hereby agree as follows: 
1.                  This Agreement shall become effective on ____________, 2015 (“Effective Date”) 

and shall continue in effect unless and until terminated as provided herein.  
          2.                   Beginning on the Effective Date, Grantor will create a restricted fund into which it 

will deposit all donations received for the Project, and will grant all amounts that it may deposit 

to the fund, less any administrative charge as set forth below, to Grantee (“grant funds”). 
3.                  Grantee shall use the grant funds solely for the Project, and Grantee shall repay to 

Grantor any portion of the amount granted which is not used for the Project.  Any changes in the 

purposes for which grant funds are spent must be approved in writing by Grantor before 

implementation.  The Grantee assumes the risk that any funding source may exercise its 

discretion not to grant or not to appropriate funds to Grantor for the support of the Project.  

  
4.                  The parties intend that this Agreement be interpreted to provide Grantor with 

variance powers necessary to enable Grantor to treat the grant funds as Grantor’s assets while 

this Agreement is in effect.  Grantor, in its sole discretion, shall have the right to withhold, 

withdraw, or demand the immediate return of any grant funds if, in Grantor’s reasonable 

judgment, the Grantee materially breaches this Agreement or cannot accomplish the purposes of 

the Project.  Grantor retains the right, in its sole discretion, to redirect the grant funds to a 

different charitable purpose or beneficiary if the purpose of the Project becomes unnecessary, 
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incapable of fulfillment, or inconsistent with the charitable needs of the community served by 

Grantor.  Further, Grantee agrees to comply with any written request by Grantor to cease 

activities that, in Grantor’s reasonable judgment, might jeopardize the tax-exempt status of 

Grantor, and further agrees that Grantor’s obligation to make grant funds available to the Grantee 

is suspended in the event that it fails to comply with any such request. 

  

5.                  Grantee may solicit donations to Grantor, earmarked for Grantor’s restricted fund 

for the Project. Grantee’s choice of funding sources to be approached and the text of Grantee's 

fundraising materials are subject to Grantor’s prior written approval. All grant agreements, 

pledges, or other commitments with funding sources to support the Project via Grantor’s 

restricted fund shall be executed by Grantor. The cost of any reports or other compliance 

measures required by such funding sources shall be borne by Grantee. 

  

6.                  Grantor shall not charge to Grantee any administrative fee related to the restricted 

fund, but may be reimbursed from the restricted fund for all reasonable and substantiated costs 

and expenses related to the establishment and administration of the restricted fund and any other 

services to be provided to Grantee by Grantor as provided herein. 

  

7.                  Nothing in this Agreement shall constitute the naming of Grantee as an agent or 

legal representative of Grantor for any purpose whatsoever except as specifically and to the 

extent set forth herein. This Agreement shall not be deemed to create any relationship of agency, 

partnership, or joint venture between the parties hereto, and Grantee shall make no such 

representation to anyone. 

  
8.                  During the term of this Agreement, Grantee shall: 

  
a.                   Submit a full and complete report to Grantor as of the end of Grantee’s annual 

accounting period within which any portion of the grant funds are received or spent.  The initial 

report shall be submitted by Grantee no later than ________________, 2016, and subsequent 

reports, if any, shall be due on the anniversary date of the initial report.  The report shall describe 

the charitable programs conducted by the Grantee with the aid of the grant funds and the 

expenditures made with grant funds, and shall report on the Grantee’s compliance with the terms 

of this Agreement. 
b.                  Implement and operate the Project according to the terms of this Agreement and as 

described in the accompanying letter, and in accordance with any requirements imposed by 

funding sources which are not inconsistent with this Agreement and such letter. 
c.                   Forward all donations made by funding sources to Grantee for use by the Project to 

Grantor in a timely manner following receipt. 
  

9.                  During the term of this Agreement, Grantor shall: 
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a.                   Provide monthly statements to Grantee regarding donations received by Grantor 

from corporate, individual and other funding sources for use in carrying out the Project. 

  

b.                  Timely prepare and submit, with information obtained from Grantee, as necessary, 

all grant reports required by funding sources. 

  

c.                   Upon Grantee’s request accompanied by proper documentation of the expense, 

disburse grant funds directly to Project vendors and service providers in a timely manner, for the 

administrative convenience of the Grantee. 

  

10.             Grantee shall not use any portion of the grant funds in any attempt to influence 

legislation within the meaning of Code Section 501(c)(3). No agreement, oral or written, to that 

effect has been made between Grantor and Grantee. 

  

11.             Grantee shall not use any portion of the grant funds to participate or intervene in any 

political campaign on behalf of or in opposition to any candidate for public office, to induce or 

encourage violations of law or public policy, to cause any private inurement or improper private 

benefit to occur, nor to take any other action inconsistent with Code Section 501(c)(3). 

  

12.             Grantee shall notify Grantor immediately of any change in (a) Grantee’s legal or tax 

status, and (b) Grantee’s executive or key staff responsible for achieving the grant purposes. 

  
13.             This Agreement shall remain in effect until the earliest of the following: (a) Grantee 

receives a determination letter from the IRS of its qualification under Section 501(c)(3) of the 

Code; (b) Grantor or Grantee terminates this Agreement by giving 30 days’ written notice to the 

other party. 

  

14.             If there are any funds remaining in the restricted account upon termination of this 

Agreement, the following terms and conditions shall apply, subject to Grantor’s variance power 

set forth above at Paragraph 4: 
  
a.                   If the Grantee has received a determination letter from the IRS of its qualification 

under Section 501(c)(3) of the Code, Grantor shall transfer the balance of all grant funds, net of 

any liabilities incurred by Grantor in connection with the Project and any administrative charges 

as provided in this Agreement, to the Grantee for use in the Project. 
b.                  If the Grantee has entered into a written fiscal sponsorship agreement with another 

fiscal sponsor that has an IRS determination letter of qualification under Section 501(c)(3) of the 

Code, then Grantor shall transfer the balance of all grant funds, net of any liabilities that Grantor 

has incurred in connection with the Project and any administrative charges as provided in this 

Agreement, to such new fiscal sponsor for use in the Project. 
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c.                   In the event that the Grantee has not received an IRS determination letter of 

qualification under Section 501(c)(3) of the Code or entered into a written fiscal sponsorship 

agreement with another fiscal sponsor that has an IRS determination letter of qualification under 

Section 501(c)(3) of the Code, Grantor may allocate the grant funds in any manner consistent 

with applicable tax and charitable trust laws. 
15.             Grantor and Grantee agree that they will strive to resolve amicably any dispute 

arising under this Agreement.  In the event they are unable to resolve a dispute, either party may 

initiate dispute resolution proceedings.   All disputes between the Parties hereto shall be 

submitted to arbitration, at the election of the party initiating the dispute resolution proceedings.  

The place of any dispute resolution shall be in Sidney, Maine.  The decision of the arbitrator 

shall be final and binding upon the parties, and the expense of the proceedings shall be shared 

equally between the parties unless the mediator or arbitrator determines otherwise.  Judgment 

upon any award rendered by an arbitrator may be entered in the Superior Court for Kennebec 

County, Maine. 

  

16.             This Agreement shall be governed by and construed in accordance with the laws of 

the State of Maine applicable to agreements made and to be performed entirely within such State. 

  
17.             Each provision of this Agreement shall be separately enforceable, and the invalidity 

of one provision shall not affect the validity or enforceability of any other provision. 
18.             This Agreement shall supersede any prior oral or written understandings or 

communications between the parties and constitutes the entire agreement of the parties with 

respect to the subject matter hereof. This Agreement may not be amended or modified, except in 

a writing signed by both parties hereto.  This Agreement may be executed in one or more 

counterparts, each of which when so executed shall be deemed an original, and such counterparts 

together shall constitute one and the same instrument. 

  

  

[SIGNATURE PAGE FOLLOWS] 

 
  

  

IN WITNESS WHEREOF, the parties have caused their duly authorized representatives to 

execute this Agreement effective as of the day and year set out in Paragraph 1 of this Agreement. 
  
  

  

New England Music Camp Association 

  

____________________________________ 

By:  
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Its:                                                                                     

  

  

Snow Pond Arts Academy 

  

____________________________________ 

By:  

Its:                                                                                     
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Memorandum of Understanding 

  

         This Memorandum of Understanding (“MOU”) is made as of this ____ day of 

______________, 2015, by and between New England Music Camp Association (“NEMC”), a 

Maine Nonprofit Corporation, and Snow Pond Arts Academy (“SPAA”), a Maine Nonprofit 

Corporation. This MOU confirms the intentions of NEMC and SPAA to enter into an agreement 

through which NEMC shall lease certain space to SPAA and each party shall provide certain 

services to the other party (the “Agreement”) if SPAA’s application for a public charter school is 

approved by the Maine Charter School Commission. The specific terms and conditions of the 

Agreement shall be negotiated at a later date and the parties wish to set forth certain 

understandings and clarifications to the terms and conditions of the Agreement, as follows: 

  

1.                  NEMC owns certain real property, improvements and equipment located at 8 

Goldenrod Lane, Sidney, Maine 04330 (the “Property”), which it utilizes to operate a summer 

music camp. During the camp’s offseason, NEMC will agree to lease all or a portion of the 

Property to SPAA pursuant to the terms and conditions of the Agreement. SPAA shall use the 

Property for the purpose of operating a public charter school at the Property and for providing 

ancillary services related to operating a public charter school. 

  

2.                  In addition to leasing the Property from NEMC, SPAA shall purchase support and 

administrative services from NEMC, and NEMC shall purchase support and administrative 

services from SPAA, or the parties shall contract to share such services, with all such services to 

be used by each party in connection with its respective charitable activities and purposes.  Such 

support and administrative services shall include, but not be limited to: (a) development services; 

(b) fundraising services; (c) communications services; (d) food services; (e) information 

technology services; (f) financial/accounting services; and (g) transportation services. 

  

3.                  SPAA and NEMC shall also contract to share, and/or one party shall provide to the 

other, the services of personnel including, but not limited to, (a) an arts and music director and 

(b) arts and music instructors. 

  

4.                  SPAA and NEMC agree to discuss and negotiate the terms and provision of the 

Agreement in good faith. In the event that the Maine Charter School Commission approves 

SPAA’s public charter school application, the specific provisions of the Agreement contemplated 

in this MOU shall be negotiated by an Oversight Committee comprised of Board members and 

other representatives of SPAA and NEMC, and ultimately approved by the Board of Directors of 

each organization. If SPAA’s public charter school application is not approved, neither SPAA 

nor NEMC shall be obligated to enter into a lease or services agreement as contemplated by this 

MOU with the other party. 
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5.                  This MOU may be amended upon the written consent of each party. 

Notwithstanding any contrary provision herein, this MOU may be terminated in whole or in part 

by either party for convenience or cause at any time. Said termination shall be in writing and 

effective upon receipt of notice of termination, or such other date as is specific in the termination 

notice. 

  

SIGNATURE PAGE FOLLOWS 

IN WITNESS WHEREOF, the parties have caused their duly authorized representatives to 

execute this Agreement. 

  

New England Music Camp Association 

  

  

__________________________________ 

By: 

Its: 

Dated: ____________________, 2015 

Snow Pond Arts Academy 

  

  

__________________________________ 

By:    

Its:     

Dated: ____________________, 2015 
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Appendix P 

Balance Sheet & Income Statement 
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Appendix Q 

Charter School Budget Template 
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Appendix R 

Map of Snow Pond Facilities 
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